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Welcome

CARDINAL

Welcome to Cardinal Training!

This training provides employees with the skills and information necessary to use Cardinal. It is not intended to replace existing
Commonwealth and/or agency policies.

In this course, we will show you the Strategic Sourcing module.

These training materials include diagrams, charts, screenshots, etc., that clarify various Cardinal tasks and processes. The
screenshots are taken from Cardinal and show pages that not all users can access. They are included here so you can see how
your specific responsibilities relate to the overall transaction or process being discussed. See your agency’s security Handbook,
located on the Cardinal website, for a list of available roles and descriptions.




Course Objectives

CARDINAL

After completing this course, you will be able to:

* Recognize key strategic sourcing concepts

» Create, modify, and manage Strategic Sourcing events in Cardinal

ROLL SCENE TAKE

« Enter and analyze bids / proposals Divector
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Date MOS DAY NITE
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* Award events
» Use key Strategic Sourcing reports
» Understand how strategic sourcing integrates with other Cardinal modules

» Understand how strategic sourcing interfaces with external systems
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Course Topics

Today, we will cover the following lessons:

* Lesson 1:
* Lesson 2:
* Lesson 3:
* Lesson 4:
* Lesson 5:
* Lesson 6:

e Lesson7:

Understanding Strategic Sourcing

Create Event

Maintain Events

Create and Modify Bidder Responses

Analyze Bids / Proposals and Awarding Events
Strategic Sourcing Reports

Strategic Sourcing Hands-on Practice



Lesson 1: Understanding Strategic Sourcing

CARDINAL

This lesson covers the following topics:

* Procurement Overview
» Strategic Sourcing Key Concepts
* Procurement Process Overview

» Strategic Sourcing Overview



Procurement Overview

CARDINAL

The Procurement functional area of Cardinal includes four modules. . .
Cardinal Functional Areas

Purchasing
The Purchasing module includes the buying of goods and services Accounts
(Procurement) by creating and processing requisitions, purchase orders Payable

(PO), receipts, Procurement Card (PCard), and Integrated Supply
Services Program (ISSP) transactions.

Time &
Attendance

Accounts
Receivable

eProcurement

Like Purchasing, the eProcurement module provides for Procurement
but is web-based. It is similar to an online shopping cart experience for
users requesting goods and/or services.

CARDINAL |

Project
Modules Accounting
Strategic Sourcing Purchasing
The Strategic Sourcing module allows users to create eProcurement

Procurement

and award bids / proposals to purchase orders or

Strategic Sourcing
contracts.

Procurement Contracts

Procurement Contracts

The Procurement Contracts module builds, manages, and archives all
Cardinal contract related information.



Strategic Sourcing Key Concepts

CARDINAL

Key concepts include:

A Strategic Sourcing event involves the solicitation of quotes, bids / proposals, or offers to establish contracts and/or
purchase orders (POSs).

Cardinal provides the Strategic Sourcing (SS) Buyer with a means to create, manage, and award Strategic Sourcing
Events.

The most common event is the Invitation for Bid (IFB) which is primarily awarded to the lowest responsive and
responsible bidder meeting the required specifications.

Similar functionality is provided to create, manage, and award the Two-Step and Request for Proposal (RFP) events.
In comparison to the lowest price, these event types are awarded based on the ranking of the Bidder / Offerors’
responses and subsequent negotiations, to achieve the best value.

RFPs are commonly known as competitive negotiations. These events are created with criteria that are weighted
(ranked) by level of importance and scored based on the Offerors’ submitted proposals. The lowest price is only one of
multiple elements used in determining who will receive the award.



Procurement Process Overview

CARDINAL

There are seven key processes in procurement:
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* Add/Update Purchase Orders
P i [

) 2

1 Add/
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Procurement Process Overview (continued)

CARDINAL
PCar(_i » FleetFocus M5
Transactions [
Procurement
Card / ISSP
Processing
Confirming Order
ISSP
Transactions
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Event
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Strategic Sourcing Overview

—
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Strategic Sourcing allows users to create and award bids / proposals to purchase orders or contracts. Sourcing events are
manually sent to eVA for posting online in order to obtain bids on items and/or services.

«  Strategic Sourcing involves several key
steps:

 Add / Define Event

Collaborators
Subrmit
Comments

Buyer
Raviews
Comments

Yas

Event Collaboration*

Receive &
Enter
Solicitation
Response

Add [ Define
Event

Analyze
Bids

Collaborators
7

* Receive and Enter Solicitation

Response(s)

* Analyze Bid Response(s)

One Time
Purchase?

Post Award A Mo Collaborators

J ?

* Response Collaboration*

* Post Award

Yes

« Award to Contract(s) or Purchase
Order(s)

Collaborators
Submit

Award
To
PO(s)

Buyer
Reviews

Y &8s

*For more details on collaboration, refer to the job aid titled 501 PR345: Strategic Sourcing Collaboration. 10
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Strategic Sourcing Overview (continued)

Event

Add [ Define

Aowvard
To
ontract(s)

Collaborators

Submit
Comments

Invite

7

One Time
Purchase?

Yes

Buyer
Reviews
Comments

Collaborators

Receive &
Enter
Solicitation
Response

Inwite
Collaborators
T

Post Award 0

Buyer Collaborators
Reviews Submit Y as
Comments Commenls
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Lesson 1: Summary

CARDINAL

In this lesson, you learned:

» The procurement functional area is composed of several modules: Purchasing, eProcurement, Strategic Sourcing,
Procurement Contracts, and Receipts.

» A strategic sourcing event is the process of soliciting quotes and bids / proposals to establish contracts and/or purchase
orders.

12



Lesson 2: Create Event

CARDINAL

This lesson covers the following topics:

» Create Events (Ad Hoc or Copy)

» Define Event Basics (By Line, Group, or Grand Total)
« Configure Line Items

» Select Bidders / Offerors to Invite

 Invite Collaborators

« Post an Event for Bidding

13



Create Events

CARDINAL

To add an event, use the Create Events page. Navigate to this page using the following path:

[P caroimat]

Select the Add a New Value tab. Key fields that need to be defined | /¥¥™es  Manfienu > Sourdng > Creste Bvents > Event Detals
include:

Main Menu > Sourcing > Create Events > Event Details

Create Events

* Business Unit: Confirm your Business Unit

« Event ID: Uniquely identifies the event and is automatically | Eind an Existing Value
assigned (do not modify)
Business Unit: |5|:|1|:u:| [,
« Event Format: Buy Event I0c NeaT @
Event Round: 1
* Event Type: RFX Event Wersion: 1
_ Event Format: | Buy | |
Click Add to go to the Event Summary page to create your event. Event Type: RFx E

Proxy Bidding (Auctions Only):| Dizabled

Most events have an Event Format of Buy and Event Type of RFx
or RFI. Add

Find an Existing Walue | Add a Mew value

Buy can be an Invitation For Bid (IFB) or a Request For Proposal (RFP). RFx can be an Invitation For Bid (IFB), Request For

Proposal (RFP), or Two-Step Bid. RFI is a Request for Information. 14
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Create Events (continued)

The Event Summary page is updated with the values you previously entered on the Create Events page.

When you create an event, you provide an overall
description of the event at the header level, with item
specific details at the line level. You can copy a previous
event, purchase order, requisition, contract, or RFI to

create a new event, and save events to use as templates.

On the Event Summary page enter the:
« Solicitation Type
« Event Name
» Description
* Preview Date: Collaboration end date / time
« Start Date: Bids can be entered

 End Date: Bids can no longer be entered

[ cariNat]

r =5

Favovntes MaLn_Menu > Sourdng » Create Events > Event Detais
- -

Create an Event

Event Summary
Business Unit: 50100 EventID: NEXT Round: 1 Version: 1 Event Format: Sell
Event Type: RFx han Auction
Event Status: Open Preview Date: ‘0111 62013 1:26FPM EST

*Solicitation Type : | IFB Sealed Contract v] *Start Date: 01302013 1:26PW EST \
*Event Name: ‘ | *End Date: \OZ(UQQOB 1:26PM EST |
Description: B Copy From: ‘ .,| Go ]

Preview By:

Required fields reside on pages marked with an asterisk (*) - you may not save your event until all required fields are filled.

Step 1: Define Event Basics
Enter basic information, general settings and optional rules for this event.

* Event Settings and Option
Event Comments and Attachments
Event Header Bid Factors

Payment Terms and Contact Info
Event Constraints

Step 2: Configure Line Items
Create line listings for this event.

* Line tems

ltemn Line Defaults

Step 3: Select Bidders to Invite

Send out targeted invitations to this event, designate it as a public event, or both.

The Preview By drop-down box allows you to view the event either by line, lot (group), or total.

15




Create Events (continued)

CARDINAL

On the Event Summary page, the Copy From drop-down allows you to populate fields into the event.

r CARDINAL

Fevortes | MEm Menu » Sourcing  » (Qeate Events - Event Cetzis

C reate an Event

Event Summary I G-

Bus ine 55 Linit: 50100 Event IOk OO00153459 Round: 1 Version 1 Event Form at: Buy Cﬂntrﬂct
Delimited File
Eve it Type: RFx Chzngs to Auction It
em Master
Bvent Status: Opan Freview Date: |0&'22"/_‘0 16 S:558 ECT |

*Solicitation Type - |R=questior Proposal *5tart Date: [ce=22016 100520 EOT | FPurchase Order

*Event Hame: [FFF Bampi= = Cate EEE0 15 T IDOATEDT F-iequ_es_t_ For Information
Ce seription: RFF Samplz Desipton (EL O Sr— . & % | Requisition

Preview By IEyLin.a SUUrC!ﬂg E'H'E”t
Sourcing Template

Fequired fields res ide on peges marked with an asterisk {7 — you may not s Bve your esent until all reguired fields are filled.

e D e B aSICS ot eptions! rice for tis vt You may click on the Arrow icon next to the

- Event Sstnas 202 Optons \ Faynent Tems and Conacs e Description field to open a larger Description box /
e field. You can also click on the Book Check icon to
Step 2: Gonfigure Line [ p3C R ~ check your spelling.

Create line lis tings for this event.

ZLlins kerms

= Once the header details are entered, click the Save
Event button at the bottom of the page to save your
entries. Upon the first save, an Event ID (10 digit
number) and Version number will be assigned. The
Event Status will be Open.

Step 3: Select Bidders 1
Send cut targeted imitations to this

“EBidder Indefions

Step 4: Invite Collabora
Imite cthers to collaborate on this g

Ewent Collzborsrs

Step 5 Post Event
When all event oreaticn activities are complete, dick Post Event to release youw event for scheduled edernal viewing
and trigger any bidder imdtations you may have defined.

1
I | Sawe Event | Fest ] Bawe As Templae | | Previza POF |

16



Create Events (continued)

CARDINAL

The next section on the Create an Event — Event Summary page lists the five steps for creating an event.

Under Step 1:Define Event Basics, click on the * Event Settings and Options hyperlink to set options for the event.

Step 1: Define Event Basics
" nal rules for this event.

* Event Settings and Options
Event Comments and Attachments
Event Header Bid Factars

Step 2: Configure Line ltems
Create line listings for this event.

*Line ltems

Step 3: Select Bidders to Invite

Send out targeted invitations to this event, designate it as a public event, or both.

* Bidder Invitations

Step 4: Invite Collaborators

Event Collaboratars

Step 5: Post Event

and trigger any bidder invitations you may have defined.

| [ Save Event ] |l Post | [ Save As Temnplate

Payment Terms and Contact Info

Event Constraints

ltemn Line Defaults

Imvite others to collaborate on this event. You may not post your event while collaborators are reviewing it.

When all event creation activities are complete, click Post Event to release your event for scheduled external wviewing

[ Preview PDF

As you move through the create event process, it is important to periodically click Save Event.

17
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Define Event Basics

CARDINAL

The *Event Settings and Options link provides for the following options to be set as needed:

Allow Bidder XML Downloads— Do not select.
Bid Required on All Lines

Multiple Bids Allowed — Do not select.

Allow Edit of Posted Bids: Defaults to checked. Posted bids cannot be changed unless this box is checked when the

event is created.

Business Unit: 50100 Ewvent ID: MNEXT

Round:

1

Version: 1 Event Format: Buy Event Type: RFx

[ Allow Bidder XML Downloads
[ Bid Required On All Lines

O runtiple Bids Allowed

Allowr Edit of Posted Bids

RoundWersion Display: | Display Round and Version [
Sealed Event
[] Display Bid Factor Weightings

Factor Event Score Into: | Total Score
Header VWeighting: 100.00000

Line Factor Weighting: [ ]

Start Price: |D0 Mot Display |

[ midders May Create Line Groups
["] Allow Price Breaks with Groups

» Associated Categories

Jd

[ Save Event Changes ]

GoTo: u"l [ Go ]

18



Define Event Basics (continued)

—

CARDINAL

The *Event Settings and Options link provides for the following options to be set as needed (continued):
 Round\Version Display: Defaults to Display Round and Version - Do not change.

« Sealed Event: Defaults to checked. Deselect, if applicable.

« Display Bid Factor Weightings: Buyers can add bid and weighting factors to help determine the award. Check if
Request for Proposal (RFP) or Two-Step bid. For additional details on RFP, as well as bid factors and weighting, see the
job aids titled 501 PR345: Request For Proposal (RFP) and 501 PR345: Strategic Sourcing — Bid Factors, Weights &

Score / Event Awards.

Business Unit: 50100 EventID: MNEXT Round: 1 Version: 1 Event Format: Buy Event Type: RFx
[] Allowr Bidder XML Downloads RoundWersion Display: | Display Round and Version |
g Bid Required On All Lines Sealed Event
Multiple Bids Allowed _ - - -
[] isplay Bid Factor Weightings
Allowr Edit of Posted Bids pay anting
Factor Event Score Into: | Total Score e Start Price: | Do Mot Display |
Header Weighting: 100.00000
Line Factor Weighting: I:l
[] Bidders May Create Line Groups
[] anow Price Breaks with Groups
[ Associated Categories 4

i~] [so |

[ Sawve Event Changes GoTo:

19



Define Event Basics (continued)

—

CARDINAL

Additional fields on the Events Settings and Options page include:

« Start Price: Defaults to Do Not Display.

After updates are made, click Save Event Changes and click Return to Event Overview to return to the Event Summary

page.

Factor Event Score Into provides three options: Line Score, Line Score, and Total Score.

Fa‘.rovr'rtes MainvMenu > Sourcing > Create Events > Event Details

Event Settings and Options

Business Unit: 50100 EwventID:

0000150765 Round: 1 Version: b Event Format:

Buy Event Type: RFx

] anow Bidder XML Downloads
[ Bid Required On All Lines

[ muitiple Bids Allowed

Allowr Edit of Posted Bids

RoundWersion Display:

| Display Round and Wersion |

Sedled Event
[] pisplay Bid Factor Weightings

Factor Event Score Into: | Tatal Scaore ™ Start Price:

Header Weighting:
Line Factor VWeighting: I:I

| Do Mot Display ™

[] Bidders May Create Line Groups
[] Allows Price Breaks with Groups

J

¥ Associated Categories

Save Event Changes ]

= Return to Event Ovenview

GoTo:

o] oo ]

Header or Line Factor Weighting: Field availability is based on selection made for Factor Event Score Intro field.

20



Define Event Basics (continued)

CARDINAL

When you return to the Event Summary page, click Save Event.

Under Step 1:Define Event Basics, click the Event Comments and Attachments hyperlink.

Favarites : Main Menu > Sourcing > Create Events > Event Details

Step 1: Define Event Basics
Enter basic information, general settings and optional rules for this event.

* Event Se’rjnqs and Cptions FPayment Terms and Contact Info

Event Comments and Attachments I Event Constraints
Event Header Bid Factors

Step 2: Configure Line ltems
Create line listings for this event.

*Line tems ltem Line Defaulis

Step 3: Select Bidders to Invite

Send out targeted invitations to this event, designate it as a public event, or both.

* Bidder Invitations

Step 4: Invite Collaborators
Invite others to collaborate on this event. You may not post your event while collaborators are reviewing it.

Event Collaborators

Step 5: Post Event

When all event creation activities are complete, click Post Event to release your event for scheduled external wiewing
and trigger any bidder invitations you may have defined.

[ Save Event | [ Post ] [ Save As Template | Preview PDF

21



Define Event Basics (continued)

—

CARDINAL

Comments and attachments may be added to the event using the Event Header Comments and Attachments page.

The Enter Comments section allows you to type in notes about the event. The Standard Comments hyperlink allows you to
choose predefined comments to add to the event.

* Click the +/ - to add or delete Comments.

 Check Send to Bidder or Include on Award if you want a specific comment included on the award.
« Add attachments to the event by clicking the Add Attachment button.

« Click OK.

Create an Event

Event Header Comments and Attachments

Event ID: MNEXT
[ Enter Comments Y

Comments: =]
=
. Send To Bidder [ include On Award Standard Comments
[~ Add Attachment |
| OK |[- cancel || kefresh |
i . |

22



Define Event Basics (continued)

CARDINAL

From the Event Header Comments and Attachments page, scroll down to the bottom of the page and click Save Event.
Once the event is saved, the Event Summary page will be displayed. These pages are identical, except in title.

From the Event Summary page, under Step 1:Define Event Basics, click the Event Header Bid Factors hyperlink.

Create an Event

Event Summary

——
Create an Event

Event Header Comments and Attachments

— P -t .
Busmess UnE 50100 vent (D2 0000153487 ound: 1 Version: 1 Event Format: Bu: Business Unit: 50100  EventID: 0000153487 Round: 1 Version: 1 Event Format: Buy
Event Type: RFx Change to Auction

Event Type: RFx Change to Auction
06/13/2016 8:45AM EDT Open Preview Date: 06/13/2016 8:45AM EDT

Event Status: Open Preview Date: Event Status:
*Start Date: 06/27/2016 8:45AM EDT *Solicitation Type = IRequesl for Proposal *Start Date: 0B/27!2016 8:45AM EDT

“Solicitation Type:  [Requestfor Proposal
~Event Name: [Helen's Test “End Date: 07/07/2016_8.45AM EDT ~Event Name: [Felers Test -End Date: 0775075 BASAMEDT
[Test RFP Event L Cony From: Description: Test RFP Event EE copy From: [

Description:
Preview By: By Line Preview By: By Line

Required fields reside on pages marked with an asterisk () — you may not save your event until all required fields are filled. Required fields reside on pages marked with an asterisk {*) — you may not save your event until all required fields are filled.
Step 1: Define Event Basics

Step 1: Define Event Basics
Enter basic information, general settings and optional rules for this event.

Enter basic information, general settings and optional rules for this event.
Payment Terms and Contact |
I Event Constraints

Payment Terms and Contact

Event Constraints

* Event Settings and Optians

Event Commenis and Attachments
Event Header Bid Factors

Event Header Bid Factors

Step 2: Configure Line ltems

Step 2: Configure Line Hems
Create line listings for this event.

Create line listings for this event.
rLine ltems ltem Line Defaults *Line ltems llem Line Defaults
Step 3: Select Bidders to Invite

Send out targeted invitations to this event, designate it as a public event, or both.

Step 3: Select Bidders to Invite
Send out targeted invitations to this event, designate it as a public event, or both.

* Bidder Invitations * Bidder Invitations

Step 4: Invite Collaborators

Step 4: Invite Collaborators
Invite others to collaborate on this event. You may not post your event while collaborators are reviewing it.

Invite others to collaborate on this event. You may not post your event while collaborators are reviewing it.

Event Collabaratars Event Collaboratars

Step 5: Post Event

Step 5: Post Event
When all event creation activities are complete, click Post Event to release your event for scheduled external viewing ¥When all event creation activities are complete, click Post Event to release your event for scheduled external viewing
and trigger any bidder invitations you may have defined.

and trigger any bidder invitations you may have defined.
[ Post | [ Save As Template | Preview PDF |

=
I[ Save Event 11 Post ] [ Save As Template | Preview PDF I




» | Define Event Basics (continued)

CARDINAL

The Event Header Bid Factors hyperlink will take you to the Event Bid Factors page. This process is optional.

The bid factors selected here apply to the entire event and the resulting contract. Using the Bid Factor drop-down box, you

can choose from predefined questions for the Bidder / Offeror. Bid factors may be assigned a weight depending on the level
of importance.

When you are done selecting Bid Factors, click the Return to Event Overview hyperlink.

For additional details on using bid factors, refer to the job aids titled 501 PR345: Request For Proposal (RFP) and 501
PR345: Strategic Sourcing — Bid Factors, Weights & Score / Event Awards..

szovr'rtes MainvMenu > Sourcing > Create Events > Ewent Details

B Mew Window (F)Help [ customize Page Ehttp [~
Modify an Event

Event Bid Factors

Event ID: Q000150765

Bid Factor Weighting Total: 0.00000
Event Name: District Fire Brigade Remaining Bid Factor VWeight: 100.00000
| Bid Factors .|
-
Seq Nbr: 1 *Bid Factor: SWAMBUSINES |qh Type: YesiMNo Weighting: 0.00000 =l
Question: SWAM Business Classification E e Display Bid Factor? =

Bid Factor Response Required
[ ideal Response Required

Are you avirginia "cerified”™ Small business?

YesiHo
@ Yes (O Ho

24



Define Event Basics (continued)

CARDINAL

When you return to the Event Summary page, under Step 1: Define Event Basics, click the Payment Terms and Contact
Info hyperlink to open the Event Contacts Details page.

Step 1: Define Event Basics
Enter basic information, general settings and optional rules for this event.

* Event Seftings and Options Payment Terms and Contact Info
Event Comments and Attachments
Event Header Bid Factors

Event Constraints

Step 2: Configure Line ltems

Create line listings for this event.

*Line ltems Itermn Line Defaults

Step 3: Select Bidders to Invite

Send out targeted invitations to this event, designate it as a public event, or both.

* Bidder Invitations

Step 4: Invite Collaborators
Imvite others to collaborate on this event. You may not post your event while collaborators are reviewing it.

Event Collabaratars

Step 5: Post Event

When all event creation activities are complete, click Post Event to release your event for scheduled external viewing
and trigger any bidder invitations you may have defined.

[ Save Event | [ Post | [ Save As Template | [ Preview PDF

25



Define Event Basics (continued)

In the Payment & Currency Information section of the Event Contact Details page, Bill Addrs defaults, and in the Event
Contact section your Contact Name, Email ID, and Phone also default. These fields can be modified.

If updates are made, click Save Event Changes. Click the Return to Event Details hyperlink to return to the Event
Summary page and move on to Step 2.

Event Contact Details
[ Payment & Currency Information
*Currency: usD |Gy Exchange Rate *Rate Type: CRRNT @,
Pay Method: | Rate Date: 06/07/2016 |[5)
Payment Terms: I:l':k [ Allowr bids in other currencies
(] Tax Exempt
Bill Addrs: CNTRL OFF3 |Q, .
Buyer: YANLHOD Q@ Exempt ID: | |
Contact Name: [Ho, Yani (vDOT) |
Email ID: |].far1i.ho@vdot.ﬂrginia.guv |
Phone: | |
[ Save Event Changes ] GoTo: | [ Go
= Return to Event Overview
- —_

26



Configure Line Items

—

CARDINAL

From the Event Summary page, under Step 2: Configure Line items, click the * Line Items hyperlink.

Step 1: Define Event Basics
Enter basic information, general settings and optional rules for this event.

* Event Settings and Options Payment Terms and Contact Info
Event Comments and Attachments Ewvent Constraints
Event Header Bid Factors

Step 2: Configure Line ltems
Create line listings for this event.

*Line tems

ltem Line Defaults

Step 3: Select Bidders to Invite

Send out targeted invitations to this event, designate it as a public event, or both.

* Bidder Invitations

Step 4: Invite Collaborators
Invite others to collaborate on this event. You may not post your event while collaborators are reviewing it.

Event Caollaborators

Step 5: Post Event

When all ewent creation activities are complete, click Post Event to release your event for scheduled external wiewing
and trigger any bidder invitations you may have defined.

[ Save Event | [ Post | [ Save As Template | Preview PDF
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Configure Line Items (continued)

On the Line Items page, using the Basic Definition tab, you configure a line item with the following:

ltem ID

Category

Description

UOM (Unit of measure)
Qty (Quantity)

Start Price

Weighting

Line Items

Business Unit: 50100  EventID:

other allowed transaction types.

00001

53450 Round: 1 Version:

1 Event Format: Buy

Event Type: RFx

Your event may consist of items from your item catalog and, optionally, ad-hoc items. You can create the event lines manually, or by copying lines from an existing event or template, or

Copy From: IPurchase Crder Go ] Filtered View: Cnly Lines
- [L =
)[ Advanced Definttion |
Line Group ID Item ID Description Category UomM Oty Start Price Ext. Amount Weighting
| I I:\\EIR.»‘\SI\."ES PLASTOME l | l I I | I l
' Eh
O |1 lUUSEUit-UUU Q, IAEIRASIVES, PLASTONE | L—|'§||0051404 lEA | ~ 5.0000| | ~ 169.0000| $845.00| ~ 0.00000 ||E|
| | |AEIRASI\|"ES, PLASTOME 1IN X =h | | ||: |
O |2 |0051404055 Q, iso YDS. ROLL, 320 GRIT |;—||§||0051404 |RD | 1.0000 | 0.0100 $0.01 0.00000 | =]
| | |AEIRASI\|"ES, PLASTOME 1-1/2 IN. | =l | | | | | | |
(k] 0051404115 Q, W, 30 FT. ROLL, 120 GRIT | [ 0051404 RO ~1.0000] 0.0100 $0.01 ~ 0.00000 =]
| | | | | | | ||
ABRASIVE - =h
4 ROLLS |Abraswe Flastone Rolls |_—|'§| WQ 1.0000 0.0200 $0.02 0.00000 [=]

Event Total: 845.0200 USD

Add Selected Lines to Group:

= Return to Event Overview

[ Save Event Changes ]

Line Weighting Total: 100 % Remaining Weight: 0 %

GoTo: [ Go ]

If you do not enter line weightings, each line item is weighted equally. For additional details on weighting line items, refer to the
job aid titled 501 PR345: Strategic Sourcing — Bid Factors, Weights & Score / Event Awards.
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Basic Definition tab:

Configure Line Items (continued)

* You may add a line item using the Item ID or Category lookup, or by copying from another transaction:

« Item ID: Click the Look up icon and
select the item. Once selected, details
for that item are displayed and include
Description, Category, UOM, and Start
Price. Description, Category, and
UOM are fixed and cannot be changed.
Qty must be entered.

« Category: When selecting by Category,
you must enter a Description, UOM,
Qty, and Start Price.

*  Copy From: Copy line information from
a Contract, PO, Request for Information,
Requisition, Sourcing Event, Sourcing
Template, etc.

Line Items

Business Unit: 50100 EventID: 0000153420 Round: 1 Version: 1 Event Format: Buy Event Type: RFx

Your event may consist of items from your item catalog and, optionally, ad-hoc items. You can create the event lines manually, or by copying lines from an existing event or template, or
otner allowed transaction types

|Purchase Order

Go

Filtered View:

Copy From:

Only Lines
e AN gt |

anced Defintion |
i
Line | GrouplD Item ID Description Category *UOM Oty Start Price Ext. Amount Vieighting
01 0051404000 @, |AORASIVES, PLASTONE B loos1dod |EA 50000) |[ 169.0000 $345.00 0.00000] &1 | =]
! % |ABRASIVES, PLASTONE . - -
et ————————————————————
| | |AEIRASIVES‘F’LASTONE1IN.X _E,| | | | |+ |
O |2 |0051404055 @, iso oo RoLL 220 oRiT B 0051404 |R0 | 1.0000 | 0.0100 $0.01 0.00000 ||EI
0ol 0051404115 @, |ABRASIVES, PLASTONE 1-12IN. B lgp51404 RO 1.0000 0.0100 $0.01 0.00000] &1 | =]
40415 ™% w30 FT.ROLL, 120 GRIT - B -
ABRASIVE o
4 ROLLS [abrasive Plastone Rolls B WQ 1.0000 0.0200 $0.02 0.00000 =l
Event Total: 845.0200 USD [| Tne VIeIanIng TolE 100 0 Temamna Wieane o |
Add Selected Lines to Group: oK

GoTo: Gorf

=Return to Event Overiew

Save Event Changes ]
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Basic Definition tab (continued):

« Weighting: This field defaults to
0.00000 and does not need to be
modified.

* If you do not enter line weightings, each
line item is weighted equally.

* At the bottom of the Line Items section
is Line Weighting. The sum of the
weightings for all lines must equal
100%. Ifitis not equal to 100%, the
Remaining Weight will indicate the
amount left to distribute.

Click on the Advanced Definition tab to
further define lines.

Configure Line Items (continued)

Line ltems

other allowed transaction types

Business Unit: 50100  EventID: 0000153480 Round: 1 Version: 1 Event Format: Buy Event Type: RFx

Your event may consist of items from your item catalog and, optionally, ad-hoc items. You can create the event lines manually, or by copying lines from an existing event or template, or

|Purcnase Order Go 1 Filtered View:

Copy From:

Only Lines

anced Defintion |
=
Line  Group D Item ID Description Category *UOM  *Qty Start Price Ext. Amount Weighting
| | | [y | | 1
ABRASIVES, PLASTONE
O |1 ‘ 0051404000 @, | ABRASIVES, PLASTONE I I_—||g|00514ﬂ4 IEA . ~ 5.0000 . ~ 169.0000 $845 nnl ~0.00000 I- = &=l
| ‘ |AEIRASI\|"ES PLASTONE 1IN. X | | | | |
' +.

O |2 ‘ 0051404055 @, i50 YDS. ROLL, 320 GRIT |00514U4 | | | _1.0000] | 0.0100 $0.01 0.00000 | (=]
| \ | || [ | | ]
0l 0051404115 @, |ABRASIVES PLASTONE 1-U2IN. [ 5551404 Ro [ t1oo00] [ oo100 $0.01 0.00000]| ]| =]

— W, 30 FT. ROLL, 120 GRIT —
| \ | | | | | | |
ABRASIVE Sl
O 4 oS [Abrasive Plastane Rolls = [10@, [ 10000 0.0200 $0.02 0.00000 (] [=]
I

Event Total: 845.0200 USD I Line Weighting Total: 100 % Remaining Weight: 0 % I

Add Selected Lines to Group: oK 1

= Return to Event Overview GoTo: [ Go ]

[ Save Event Changes ]

The Filtered View changes your view on this page. You can select All Lines and Groups, Only Groups, or Only Lines.
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Configure Line Items (continued)
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On the Line Items page, using the Advanced Definition tab, you configure a line item with the following:

. . . .
Click on the Details hyperlink to o |
access the Llne Detalls page Where Business Unit: 50100 EventID: MEXT Round: 1 Version: 4  EventFormat: Buy Event Type: RFx
OU Can . Your event may consist of items from your item catalog and, optionally, ad-hoc items. You can create the event lines manually, or by copying lines from an existing event or template, or
y . other allowed transaction types.
Add Sh_ ; I f t_ Copy From: l [ Go ] Filtered View: l"-” Lines and Groups
* | n nrormation [ Line ftems Customize | Find | View Al BV | 3 First K 1.4 ora DI Last
pp g BTN Advanced Definition |
° Co nflgure Bld Param eters SUCh Line Group ID Itern 1D Description Itern SetlD Ereco:ngt:[nc; Details Bid Factors  Constraints
. . | | | | | | | |
as Min Quantity and Max o (CETC— = i STATE - |louas | masacons o © 8=
|
uantity as well as User
Q f dy - k 2 0051404055 @, \“}ng“ggff-zzfg;ﬂ“‘51 IN.X 50 grate 1Group(s) Details BidFactars No O =
Defined Price Breaks '
| | I | | ||
(k! 0051404115 @ (ABRASIVES, PLASTONE IU2IN. STATE 1Groupis) |Detalls |BidFactars |Mo ) =
. ifv i i | | | | | | |
ify i i - |
|
o |+ !Q%FIQ_’ESS'VE ‘ ||Abraswe Plaston Ralls STATE 2 Line(s) lDetalls |El|dFac10rs :No o =
|
Event Total: 845.0200 USD Line Weighting Total: 100% Remaining Weight: 0 %
Add Selected Lines to Group: I
= Return to Event Overview GoTo: [ Go ]
Save EventChanges |
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Favn-'rites Ma'rl'Menu > SDI..ILd'lg > Create_Events > Ewvent Details

& New window (2}

Create an Event

Line Items

ness Unit: 50100 Event ID: MNEXT Round: 1 Version: 1 Event Format: Buy Event Type: RFx

Your event may consist of items from your item catalog and, optionally, ad-hoc items. You can create the event lines manually, or by copying lines from an existing event or template, or
other allowed transaction types.

| contract

~] 6o | Filtered View: [ANLines and Groups |~

Copy From:

Customize | Find | View Al | &2 | 52 First Bl 4 4 of 4 L3 ast

' Basic Definttion

Line httem D _Description .ttem SetiD _ 'ie":"“g“in";"_’ i _Details Bid Factors .Constraints [ |
| | |
(mEE| [9415901000 @, INSPECTION/EXAMINATION SERVICE STATE _ Details Bid Factors No [ =]
|
|
O 2 7451220550 Q@ [ASPHALT, LIQUID, HOT OIL, STATE Details Bid Factors Mo (@] =] =]

ISUMMER, CRS-2 -

HIRED EQUIPMENT,
CONSTRUCTION, PER VADOT
O s [9752465600 Q, | SPECIFICATIONS SAW, STATE Details Bid Factors | No =l
COMNCRETE/METAL, HAND-HELD,
MOTORIZED, WITH OPERATOR

'HIRED EQUIFMENT,
/CONSTRUCTION, PER VADOT
O |« [o752a65600 @, |SPECIFICATIONS SAW, STATE Details Bid Faclors | No [ =l
CONCRETE/METAL, HAND-HELD,
MOTORIZED, WITH OPERATOR
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Configure Line Items (continued)

From the Line Details page, you can schedule delivery on a specific Due Date and Ship To location. Only one schedule is
allowed per line item.

Once all data is entered, click OK to return to the Line Items page.

Line Details

Event ID: 0000153496 Requested Quantity: 5.0000
Line: 1 Start Price: 169.0000
ltem 1D: 0051404000 Physical Nature: T - |

Description: ABRASIVES, PLASTOMNE ABRASIVES, FPLASTOMNE
[1item Biddable On ly if Grouped
~ Shipping Information

Schedule: 1
Quantity: | 5.0000] Due Date: oFi09/2016 |[H] Freight Terms: I:Iqa
I:la@ Ship To: MOVADIS  |Q Ship From: I |

Find | View Al First El 1 or 1 B Last

[+[=]

Ship Via:

~ Bid Parameters

[] Bid Required

Reserve Price: | 1 Min Quantity: | U.UUUU| Max Quantity: | D.UUUU|
Bid Quantity Rule: | Bid Up to Maximum Quantity
|Mot Allowed

Alternate UOM:
[Juser Defined Price Breaks [C]Bidder Defined Price Breaks

» Hem Specification

Ok ]I Cancel ][ Refresh ]
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Configure Line Items (continued)

On the Line Items page, using the Advanced Definition tab, you configure a line item with the following:

Line Bid Factors are specific to each
line (good or service).

» Price is by default the first bid
factor for any line.

« The Bid Factors hyperlink takes
you to the Line Bid Factors page
where you can add or modify the
bid factors.

Line Items I

Business Unit: 50100 EventiD: MEXT Round: 41 Version: 1  Event Format: Buy Event Type: RFx

Your event may consist of items from your item catalog and, optionally, ad-hoc items. You can create the event lines manually, or by copying lines from an existing event or template, or
other allowed transaction types.

All Lines and Groups

M [ Go ]

Filtered View:

Copy From: l

" Basic Definition G0 e kRS Ty n “
Line GroupID Item ID Description Item SetiD Bem"gs.lo Details Bid Factors  Constraints
or Contains
| | |ABRASIVES, PLASTONE | | | [ |
' +.
O |1 ‘ IUUEEU:FUUU P\ | ABRASIVES. PLASTONE STATE ‘ B IDetalIs IEnal Factors e ‘ - IIEI
ABRASIVES, PLASTONE 1 IN. X 50 i '
5 +.
O 2 0051404055 X oS S OTTWa50 CRIT STATE 1Group(s) Details  BidFactors No o =]
| l lA.EIRASI\u’ES PLASTONE 1-1/2 IN l l l ||
' r - i i +.
Ola 0051404115 @, W30 2T ROLT$120 GRIT STATE 1Group(s) |Details |BidFactors |No o =1
| | | | | | | |
O |4 |ABRASIVE ‘ [Abrasive Plaston Rolls STATE 2line(s) |Details |BidFactors |No ] =
L | |
Event Total: 845.0200 USD Line Weighting Total: 100 % Remaining Weight: 0 %
Add Selected Lines to Group: I
=Return to Event Overview GoTo: [ Go ]

[ saveEventChanges |

For additional details on using bid factors, refer to the job aid titled 501 PR345: Strategic Sourcing — Bid Factors, Weights &

Score / Event Awards.
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Configure Line Items (continued)

On the Line Items page, using the Advanced Definition tab, you configure a line item with the following:

During event creation, users can select lines that
they want to group to attempt to get better pricing
through a bundled price quote.

« Add Selected Lines to Group: If you wish to
award specific lines by group simply select the
checkbox for the lines you wish to group.

. Enter the details and click OK.

Line Items
Business Unit: 50100 EventID: 0000153430 Round: 1 \Versiom: 1  EventFormat: Buy Event Type: RFx
Your event may consist of items from your item catalog and, optionally, ad-hoc items. You can create the event lines manually, or by copying lines fram an existing event or template, or
other allowed transaction types.
Copy From: |Purchase Order [ E9 ] Filtered View: Jonly Lines
'!II!EI'—IIB Wicw A gL
" Basic Deﬁnninnl il Advanced Definition ] I
Line em Description Item SetlD Be[cmgsrlcr o Details Bid Factors Constraints
Contains
|1 0051404000 @, |ABRASIVES, PLASTONE ABRASIVES, grap i Details  |BidFaclors  |No =
= PLASTOMNE
Iz 0051404055 @, i&g':"gg‘ff-;ﬁfg;ﬁ”“ NS0 apare i |Detai|5 BidFactors  |No ‘ @) =]
3 0051404115 A o - ol & T A1 = : Details  BidFactors  No (o} =
Event Total: 845.0000 USD Line Weighting Total: 100% Remaining Weight: 0%
Add Selected Lines to Group: I[Addto Mew Group ] OK|
Group ID: ‘Ahrasive Rolls |
Description: ‘Abraslve Plastone Rolls |
———————
= Return to Event Overview GoTo: [ EY ]
B —
| Save EventChanges |
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Configure Line Items (continued)

On the Line Items page, using the Advanced Definition tab, you configure a line item with the following:

* Line Comments and Attachments icon:
Add comments and upload attachments.

» Squiggly lines inside the Line
Comments and Attachments icon

Line Items

Business Unit: 50100 EventID: 0000153430 Round: 1 Version: 1

other allowed transaction types.

[ [ co ]

Copy From: IPurchase Order

Event Format:

Buy

Event Type:

Filtered View:

RFx

Your event may consist of items from your item catalog and, optionally, ad-hoc items. You can create the event lines manually, or by copying lines from an existing event or template, or

IDnIy Lines

indicates comments or attachments have [Erme———
been added to the Iine. Line F Description Itemn SetlD Beéa:ngt:i;:or Details Bid Factors Constraints
=B [posizoao00 @, ‘;'ELARSTSS"&E“PLASTONEAERAS'VES' STATE Details Bid Faclars Mo ] =
* You can flag your comment to be sent to
the Bidder and/or included on the award.
Meodify an Event
* When your_ comments have been ) Line Comments and Attachments
entered, click OK to return to the Line Euentid 0000153495 Line tumber >
ltems page. ‘Entar Comments = et K T
Comments: E|

 From the Line Items page, click Return
to Event Overview.

the Include on Award checkbox if you would like this comment included on the award.
Ifyou need to add more comments simply click on the +icon to the right of the comment box.

You can add an attachment too. Just click on the Add Attachment button below.

Type in your comments here or you may choose to click on the Standard Comments hyperlink to select a predefined comment. You may also select (EJ

[ send To Bidder

Include On Award

[

Add Attachment

OK

Cancel || Refresh

Fetch ltem Specs

Standard Comments
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Select Bidders / Offerors to Invite

CARDINAL

When you return to the Event Summary page, click Save Event. Next, under Step 3: Select Bidders to Invite, click on the
* Bidder Invitations hyperlink to go to the event Invite Bidders page.

Step 1: Define Event Basics
Enter basic information, general settings and optional rules for this event.

* Event Settings and Options Payment Terms and Contact Info
Event Comments and Attachments Ewvent Constraints

Event Header Bid Factars

Step 2: Configure Line Items

Create line listings for this event.

*Line ltems

ltem Line Defaults

Step 3: Select Bidders to Invite

Send out targeted invitations to this event, designate it as a public event, or both.

* Bidder Invitations

Step 4: Invite Collaborators
Invite others to collaborate on this event. You may not post your event while collaborators are rewiewing it.

Ewvent Collaborators

Step 5: Post Event

When all event creation activities are complete, click Post Event to release your event for scheduled external wviewing
and trigger any bidder invitations you may have defined.

[ Sawve Event | [ Post ] [ Save As Template ] Preview PDF ]
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Select Bidders / Offerors to Invite (continued)

CARDINAL

State procurement guidelines require that all events be open to the public. Cardinal requires that you invite at least one
bidder or make the event a Public Event. Bid Processors have the ability to enter new or additional bidders prior to posting.

On the Invite Bidders page, select the Public Event checkbox to open the event to the public. You may also select specific
bidders to invite using the Search for Bidders hyperlink. The bidders invited will be displayed on the Bidder Invitation List.

Click on the Search for Bidders hyperlink to go to the Bidder Search page.

Invite Bidders

Business Unit: 50100 Event ID: 00001532450 Round: 1 Version: il Event Format: Buy Event Type: RFx
Public Event
'Bidder Invitation |
Select Bidder ID Bidder Type Location Hame *Dispatch Method
1 ] PUBLIC_ALIC Public 1 This is a Public Event Email = =
Search for Bidders Dispatch Lines Save Bidders as Group
Save Event Changes
[ : ] GoTo: Go ]

= Return to Event Overview
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Select Bidders / Offerors to Invite (continued)

Use the Bidder Search page to find Bidders / Offerors to add to the Bidder Invitation List. You can be very specific in your
search criteria (e.g., Name or ID) or extremely broad (e.g., State or Iltem ID). Once you find your Bidder, check the Invite box
(column to the right in the Search Results) and click OK.

Bidder Search

Bidder Type:

HName:
10
Contact:

Group 1D:

[vendor [~

| N
| @
| SN
| 2

Group Name:

State: va
City: |
Country: I:IQa
Postal: |

Search Crtena

Type: | |~ |
B —
SIC Code: =
omp: [5103956555

Customize | Find | Wiew All | E- | =5

Firzt Bl 1_50 of 50 L3/ | a=t

Location Bidder Company I Invite
Results Option: (Giepiay Enuaew$m S—| 10000000000 MAIN |@, |PUBLIC EVENT ~
T — ]H,/Remmmend Sl 20000000003 (M |@, |Aspect Software O
30000000004 MLAIN 'CL Benson Woodworking Co Inc
4 0000000005 [Ma |Gy sIsUSAinc
50000000006 MAIMN 'C}h CREYO Industries of America Inc [
60000000007 |r-.-1Alr'~.I |C;'!@|h LYME COMPUTER SYSTEMS INC |
F|(0000000008 TAIN 'CL Chip Taylor Communications ™
2 /00000000049 |r-.-1AlN |C}h GT Sapphire Systems Group LLC O
OK Cancel Refresh
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Select Bidders / Offerors to Invite (continued)

CARDINAL

Vendors invited using the Bidder Search page now display on the Invite Bidders page. If you plan to invite this group of
bidders for multiple events, you can Select them and click the Save Bidders as Group link. Follow the prompts to save them
under a group name.

Once all Bidders are on the Bidder Invitation List, click Save Event Changes. Once saved, to return to the Event Summary
page, click Return to Event Overview.

Invite Bidders

Business Unit: 50100 Event ID: 0000152420 Round: 1 Version: 1 Event Format: Buy Event Type: RFx

Public Event

‘Bidder Invitation List
Select Bidder ID Bidder Type Location Hame *Dispatch Method
1| O |PusLc_auc \Public K |This is a Public Event ‘Email | = =]
2| O |uuunnnnnnn |‘u"er1dnr :mmm IF'UEILIC: EVENT JPrint | = |EI
3l [ |[lovooooooos \Vendar MAIN |Benson Woodwaorking Co Inc [Print | = =
4| O |nuunnnnu05 |‘u"er1dnr :mmm SIS-USAinc |Print | = |EI
Search for Bidders Dispatch Lines Save Bidders as Group
[ Save Event Changes ]I GoTo: co ]

= Return to Event Owerview
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Invite Collaborators

CARDINAL

Collaborators are individuals who are asked by the Strategic Sourcing Buyer to provide some type of expertise and/or comments

during the Strategic Sourcing process. You can route an event to other users (Collaborators) for their input before and/or after an
event.

When you return to the Event Summary page, under Step 4: Invite Collaborators, click on the * Event Collaborators hyperlink
to go to the event Invite Collaborators page. This is optional.

Step 1: Define Event Basics
Enter basic information, general settings and optional rules for this event.

* Event Settings and Optians Payment Terms and Contact Info
Event Comments and Attachments Event Constraints

Event Header Bid Factors

Step 2: Configure Line ltems
Create line listings for this event.

*Line ltems lterm Line Defaults

Step 3: Select Bidders to Invite

Send out targeted invitations to this event, designate it as a public event, or both.

* Bidder Invitations

Step 4: Invite Collaborators
Invite others to collaborate on this event. You may not post your event while collaborators are rewiewing it.

Event Collaborators

Step 5: Post Event

When all event creation activities are complete, click Post Event to release your event for scheduled external wiewing
and trigger any bidder invitations you may have defined.

[ Save Event | [ Post | [ Save As Template | [ FPreview PDF

For additional instructions on collaboration, refer to the job aid titled 501 PR345: Strategic Sourcing Collaboration.
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Invite Collaborators (continued)

—

CARDINAL

Events do not route to managers, or other users, unless they are selected as a Collaborator. A routing sequence is established
as you invite the Collaborators. You may modify the sequence to ensure the event is reviewed by the Collaborators in the order
you wish.

When you add Collaborators, a link to the event routes to their worklist. You, as the originator of the event, will receive a
message when all collaboration is complete.

Once all the details have been set and Collaborators added, click OK and then Save Event to return to the Event Summary
page.

Modify an Event

Event Collaboration Details _
Collaboration Due Date: 06/22/2016 |[5] Time: 3:45FM [ Save As Group |

Analysis Collab Due Date

Collaborator Oprid Hame
|.I'!LHETEER C% Hetzer, Andy (VDOT)
|FLSDD'I_I' ‘:% Scott, Andrew (WDOT)

Find Collabarators

[ oK ” Cancel ” Refresh |

For additional instructions on collaboration, refer to the job aid titled 501 PR345: Strategic Sourcing Collaboration.
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Post an Event for Bidding

Once the event creation steps are complete, be sure to click Save Event. You are now ready to Post the event for bidding.

* Prior to posting the event, click Preview
PDF to send an e-mail to the Buyer with
a detailed PDF event summary. This
PDF will be used for the manual posting
to eVA.

* Click Post to post the event for bidding.

* The Preview PDF and Post buttons are
no longer available.

Favorites :
w H

Step 1: Define Event Basics

Malnyenu » Sourcing > Create Events > Event Details

Enter basic information, general settings and optional rules for this event.

* Event Settings and Options
Event Comments and Attachments

Payment Terms and Contact Info
Event Constraints

Event Header Bid Factars

[¢]

Step 2: Configure Line ltems
Create line listings for this event.

*Line ltems

Step 3: Select Bidders to Invite

Send out targeted invitations to this event, designatg i

This will submit the Event far Approval. (18058 207)

Once the event is approved and posted you will be limited to the changes that
you can make to the event. Click OK to continue or Cancel if you are not done
making changes to the event.

* Bidder Invitations

Step 4: Invite Collaborators

Invite others to collaborate on this event. You

Event Collaborators

Step 5: Post Event

| Post |

[ Save Event

| ok || cancel |
Message )
Do you want to create preview Event FDF and send it to
woovani.ho@vdotvirginia.gov? (18058,1925)
SelectYes to create the file ar Mo to return to the Event.
| Yes || Mo |
[ Save As Template [ Preview PDF
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Post an Event for Bidding (continued)

CARDINAL

The Event Details PDF document that is sent to the Buyer is detailed below. This document is included with the information
sent to eVA to be posted on Virginia's eProcurement Portal.

Event Details

Commonwealth of Virginia_
Depariment of Transportation

Event ID Format Type Page Bidder: General Public
50100-0000150219 Bu IFE Sealed Contract 1
Event Round Version Submit Te: VA Dept of Transportation

1 1 WVDOT Central Office
Event Mame 1201 E Broad 3t
MJH TESTOOL Richmond VA 23219
Start Date/Time Close Date/Time United States

10/17/2011 16:58:00 EDT 10/18/2011 15:58:00 EDT Contact: Super User PR
Phone:
Event Currency: Us Dollar Email:

Bids allowed in other currency: No

Event Description

I. PURPOSE:

The }éirginra Department of Transportation (herein referred to as “vDOT") is soliciting bids from interested firms to
provide

PERIOD OF CONTRACT: From through {renewable)

The IFB must state either “from date of award,” or specified date to a specified ending date, or delivery of goods or
senices.

IT it will be a renewable term confract, put the word “renewable” in parenthesis after the “through” date if the

contract contains a renewal clause. This will Ieé([’;mtential bidders know right away if you anticipate the contract to

go beyond the initial period. This is also restated under the Special Terms and Conditions under the Term of Contract
clause.

See the example IFB provided.

. QUESTIONS REGARDING THIS INVITATION FOR BID:
Any questions regarding this invitation for bid shall be addressed to Mr./Ms. Contract Officers Mame at (804) 000-0000.

The igsuing office shall determine whether any addendum should be issued as a result of any questions or other matters
raised.




Simulation: Creating a Strategic Sourcing Event

You are about to view a simulation entitled Creating a Strategic Sourcing Event. Click the Cardinal logo below to start the

simulation.

. CARDINAL
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http://www.cardinalproject.virginia.gov/Training/Procurement/UPK/PROC345Simulations/index.html?Guid=2bf14d8b-121a-420c-9d19-ebb018eb3004&Back&BypassToc=0

Lesson 2: Summary

CARDINAL

In this lesson, you learned:

« Copying from another document provides a shortcut that eliminates some duplicate entry. You can create an event by
copying from a:

» Requisition
* Event
« Contract
« PO
» There are five steps to creating a new Strategic Sourcing event:
1. Define Event Basics
2. Configure Line Items
3. Select Bidders to Invite
4. Invite Collaborators (optional)
5

Post Event
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Lesson 3: Maintain Events

CARDINAL

This lesson covers the following topics:

» Using the Event Workbench

« Change an Event - Versions
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Using the Event Workbench

The Event Workbench is used to view and manage events, as well as create new versions (addendums). Using the Event
Workbench, the Strategic Sourcing Buyer can also cancel an event.

You can navigate to the Event Workbench page using the following path:

Main Menu > Sourcing > Maintain Events > Event Workbench

Favarites : Main Menu > Sourcing > Maintain Events > Ewvent Workbench
1 New Window
Event Workbench |
Event ID: [ From Start Date: E) To Start Date: E) Sortwith: -
Created By: | /%, From End Date: [ &) ToEnd Date: [ &) sortorder -
Event Format: - Category: [ | Only show Events | created
Event Type: - ftem ID: | | Use my search defaults
Event Status: 7| Description: | | Search
Associated With Plan: [ I pian Name: | % Default Search Preferences
Event ID Name Format Type Unit Status
I ppOD150072 Event Template Buy RFx 50100 Open =] B
> 0000150047 02 PR.04.05 stepi7... Buy RFx 50100 Open =] B2
0000150046 Test02.PR.04.06 RFI RFx 50100 RFICompleted o EE Ge, (i =
[ 1 [ Terms and Conditio. .. Buy RFx s0100 Open o B2
" pOOD150065 TEST KA Buy RFx 50100 Ewent Completed Q B i =
I pooo1s0084 SsTEST Buy RFx 50100  Open =] B3
" pOOD150062 SOLE SOURCE REST 1... Buy RFx 50100 COpen =] B
I pDOD150061 O1PRO402F Buy RFx 50100 EventCompleted L < ] B2 0&, [ =h
I 0000150060 01PRO402F Buy RFx 50100 EventCompleted Q B2 i =




CARDINAL

The Event Workbench page has three sections: Search Criteria, Legend, and Search Results.

Using the Event Workbench (continued)

The Search Criteria section allows you to search for a specific event using any combination, or all, of the available fields.
The criteria helps to narrow your search results.

Fmrc;r'rtes Mainvru'lenu » SouLcing * MainmirlExrents > BEwent Workhench

(2] Mew Window

~ Search Critena

Event ID: From Start Date: [ To Start Date: E  sort with: -
Created By: | /%, From End Date: [ |E) ToEnd Date: [ |5 sortorder -
Event Format: - Category: Only show Events | created

Event Type: - Item ID: Use my search defaults

| |
| |

Event Status: | Description: [ | Search
| |

Associated With Plan: [ % pian name: A Lerault Search Preferences
- Legend
Frause D Resume € Cancel [ Approval Status EEl Event History L Analyze Bids

& EditEvent [T Mew Version gisView Collaboration [Fp Collaboration Available &, Collaboration Checked Out =L Bid History

Search Resulis Find | View 100 First Ell 4225 of 118 I ast
EventiD

0000150073 Event Template Buy RFx 50100 Open [ > ] B

00004150047 02 PR.04.05 step17... Buy RFx 50100 Open =] EZ

0000150046 02.PR.04.06 RFI RFx 50100 RFI Gompleted <] BE L& =
I THC Terms and Conditio... Buy RFx 50100  Open [ = EZ
™ DODOMSDO0BS “poa Buy RFx 50100 Event Completed [ =] BE 0&, =
I pooopd1s50064 ss Buy RFx 50100 Open (> ] £
I 0000450062 SOLE SOURCE REST 1... Buy RFx 50100 Open =] EE
I pOOD150061 O1PRO402F Buy RFx 50100 Event Completed =] E 3 =
Y ANNNMENNEN naponanac =T Drwy  rmann Ewent Camnleterd [ > ] EE L ™ =

49



Using the Event Workbench (continued)

The Legend section of the Event Workbench page can be expanded to see descriptions for each of the icons used in the
Search Results:

Event Workbench

 Search Criteria

Event ID: | | From Start Date: ] To Start Date: Bl sort with: -
Created By: | ‘%, From End Date: [ |E ToEndDate: [ |E sortorder -

Event Format: M Category: | | Only show Events I created
Event Type: - Hem ID: | Use my search defaults

Event Status: ~ | Description: | | Search |
Associated With Plan: | |@, plan Name: |

 Legend
D Pause D Resume € Cancel [ Approval Status Bl Event History Lgy Analyze Bids
# EditEvent []MewVersion g5 view Collaboration  [Z3 Collaboration Available L&, Collaboration Checked Out =, Bid History

Search Results Find | View 100 First Bl 4-25 of 118 I | ast

|I% RS L P Y

Event ID Hame T Status
" 0000150073 Event Template Buy 50100 Open [ <] B
I 0000150047 02 PR.04.05 step17... Buy RFX 50100 Open o EH

0000150046 Test 02 PR.O4.06 RFI RFx 50100 RFICompleted o EE G, 3 =
M THC Terms and Conditio... Buy RFx 50100 Open [ ] EE
™ pOO0150065 TEST KA Buy RFx 50100 Ewent Completed o BE 0a 5 =h
" 0000150064 S5 TEST Buy RFx 50100  Open ] E|

50



—

CARDINAL

Event Workbench Legend section icons:

Using the Event Workbench (continued)

I Pause
# Edit Event

D Resume
[ Mew Version

€> Cancel
gi= View Collaboration

[ Approval Status
LZ» Collaboration Available

EE Event History
& Collaboration Checked Out

Lgy Analyze Bids
=, Bid History

@ Pause: Not used

# Edit Event: Edit details of the event.

@ Resume: Not used

[1 New Version: Create a copy of the current to

make a new version, or edit a current version
of the event.

Cancel: Cancel the event. This cannot be
undone.

View Collaboration: View Collaborators’
recommended changes.

Approval Status: Determine whether event
is approved.

[

Collaboration Available: Collaborators use
this icon to preview the event and add
recommendations.

Event History: View the event's Version
history, Event Stage, and Event Status.

Collaboration Checked Out: The eventis
checked out by a Collaborator. The
Collaborator’'s name displays when you
move your cursor over this button.

Analyze Bids: View the Status and bids for
the event.

Bid History: View the bid / proposal
invitation status and bidding history for the
specified event.
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Using the Event Workbench (continued)

—

CARDINAL

The Search Results section of the Event Workbench lists all events matching your search criteria. Click the arrow on the left
side of the line to display the line items for the selected event. Click on the Event ID hyperlink to open the Modify an Event —
Event Summary page. This is the same page where the initial five create event steps were configured. From this page, you
can review the event details.

Event Workbench
Al
Event ID: [ | From Start Date: | [ To Start Date: | B Sortwith: I~
Created By: [ 2%, From End Date: [ ToEnd Date: ) Sort Order: .
Event Format: . Category: | | [ Only show Events | created
Event Type: M Item ID: = =
IMedify an Event
Event Status: Description:
Associated With Plan: @, panname: [EVENt SUumMmMary
egend Business Unit: 501 Event ID: 0000152480 Round: 1 Version: 1 Event Format: Buy
D Ame DINa DE Event Type; RFx
™ 0000153492 Award by Group (LO... Buy RFx g Status: Posted Preview Date: 06/M13/2016 1:28PM EDT
I 0000153495 test Buy q *splicitation Type : Request for Proposal Start Date: 06/27/2016 1:28PM EDT
™ 0000153492 Award by Line #2 4  Event Name: By Total End Date: 07/07/2016 1:28PM EDT
™ p000153491 Award by Lin RFx 4 Description: By Totall LE1 Copy From: l ~ Go |
= 0000153490 Buy RFx L
L
Line Category Item 1D Itemn Description Required fields reside on pages marked with an asterisk {*) — you may not save your event until all required fields are filled.
ABRASIVES, PLASTOMNE AB =
1 0051404 0051404000 | Step 1: Define Event Basics
N Enter basic information, general settings and optional rules for this event.
0000153489 Award by Total Eve... Buy RFx q
I pO00153488 S5 Event Awards Jo. Buy RFx q *Event Settings and Options Payment Terms and Contact Info
L
Event Comments and Attachments Ewvent Constraints
Ewvent Header Bid Factars
Step 2: Configure Line ltems
Create line listings for this event.
*Line ltems Iterm Line Defaults
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Change an Event- Versions

Event version control is used to track changes (addendums) made to a posted event.

You can use the Event Workbench to create and edit versions. When you are viewing a multiversion event, the system always
displays the most recent version of the event. When you create a new event version, the version number increments by one.
When you post the new version, the previous version becomes read-only.

To create a new version, click the New Version icon on the Event Workbench.

Favarites | Main Menu > Sourcing > Maintain Events > Event workbench

2 New Window

Event Workbench
- Search Critena

!

Event ID: 1 From StartDate: | |[() To Start Dafe: [ |6 sortwith:
Created By: [ [%%  From End Date: [0 ToEndapate: [ 5 sortorder -
ST TR he Category: [ | Only show Events | created
Event Type: - ftem ID: [ | Use my search defaults
Event Status: T | Description: [ | [ Search ]
Associated With Plan: [ I®% pianHame: | % Defautt Search Preferences
@ Pause i Resume & Cancel [= Approval Status EE Event Histary Ly Analyze Bids
& EditEvent [ NewVersion g5 View Callaboration L3 Collaboration Available &, Collaboration Checked Out &L Bid History
Event ID Hame Format Type Unit Status
> pOOD150073 Event Template Buy RFx 50100 Open [ <] E2
" p0D0150047 02.PR.04.05 step17... Buy RFx 50100 Open [ =] E#
0000150046 Test02.PR.04.06 RFI RFx 50100 RFI Completed (<] EA G ™ =
[ 5 (o Terms and Conditio... Buy RFx 50100 Open (=] [E=]
I~ DOO0150065 TEST KA Buy RFx sp100 Event Completed (<] B3 [ =
I pooo150064 S5 TEST Buy RFx 50100 Open (=] E3
™ 0000150063 SOLE SOURCE REST 1. Buy RFx 50100 Open [ ] B3
™ 0000150061 01PRO402F Buy RFx 50100 Event Completed <] EA G, [ =
[ nono4ennen nepenanoc o 1= cra Event Cnmnleted > ] [E =) ™ =
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When you select the Create a New Version icon, a pop-up message appears to confirm creation of a new version. Select Yes
to create the new version. The Event Summary page will be displayed.

Create MNew Version? (18053 ,3129)

This operation will create a new version ofthe event. The current active

version will not be inactivated until the newversion has been posted. Select
es" ifyou wish to create a new wversian for this event. Ctherwise, select Mo’

| l Mo
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Change an Event- Versions (continued)

CARDINAL

Versions are generally used to allow bid tabulation staff to open and close events in order to enter bidders and bid
responses.

From the Event Summary page, you may make modifications to the new version of the event. Refer to Lesson 2 for details
on inviting bidders (Step 3) and Lesson 4 for details on adding bids.

Update the End Date to a date and time that will provide you with enough time to enter all your bidders and bids.

Modify an Event
Event Summary
Business Unit: 50100 Event ID: 0000153492 Round: il Version: 2 Event Format: Buy
Event Type: RFx Change to Auction
Event Status: Open Preview Date: |DE.|"1 312016 310PM EDT
=Solicitation Type:  |Request for Proposal ~Start Date: [06/27/2016 3:10PM EDT
*Event Name: |ﬁward by Line #2 "End Date: |DTJ'DTJ'ED‘I 6 3:10PM EDT
Description: Award by Line #2 (bidders other than public) ﬂ__,?_l@, Copy From: | v | Go |
Preview By: |E|]F Line
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Change an Event- Versions (continued)

Once bidders have been added to the new version, be sure to click the Save Event and Post buttons. Click OK on the pop-up
message and your new version is automatically approved. Once the new version is posted, the previous version will be

inactivated and the Post button will be grayed out.

Modify an Event

Event Summary

Business Unit: 50100 Event ID: 0000153492 Round: 1 Version: 2 Event Format: Buy
Event Type: RFx Change to Auction
Event Status: Open Preview Date: |DE!‘I 3/2016 3:10PM EDT |
*Solicitation Type:  |Requestfor Proposal *Start Date: [pB/27/2076 3:10PM EDT ]
*Event Hame: [pward by Line #2 | *End Date: [o7/07/2016 3:10PM EDT |
Description: Mward by Line #2 (bidders other than public) g Copy From: l ~ [ Go |
Preview By: By Line

Step 1: Define Event Basics
Enter basic information, general settings and optional rules for this event.

* Event Settings and Options
Event Comments and Attachments
Event Header Bid Factors

Step 2: Configure Line Hems
Create line listings for this event.

*Line ltems

Step 3: Select Bidders to Invite

Send out targeted invitations to this event, designate it as a public event, or both.

* Bidder Invitations

Step 4: Invite Collaborators
Invite others to collaborate on this event. You may not post your event while col

Event Collaborators

Step 5: Post Event

When all event creation activities are complete, click Post e
and trigger any bidder invitations

[ Sawve Event |l [ Save As Template

Required fields reside on pages marked with an asterisk {*) — you may not save your event until all required fields are filled.

Borators are reviewing it.

nt to release your event for scheduled external viewing

This will submit the Event for Approval. (128058,207)

Payment Terms and Cantact Infol
Ewvent Constraints

Once the event is approved and posted you will be limited to the changes that
you can make to the event. Click OK to continue or Cancel if you are not done
making changes to the event.

Cancel |

[ Freview FDF
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Lesson 3: Summary

CARDINAL

In this lesson, you learned:

« The Event Workbench page is used to maintain events.

» Multiversion events are created using the Event Workbench when you make changes (addendums) to a posted event.
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Lesson 4: Create and Modify Bidder Responses

This lesson covers the following topics:

« Enter Bidder / Offeror Responses

« Edit Bid / Offeror Responses
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Enter Bidder / Offeror Responses

CARDINAL

eVA's web-based vendor registration and purchasing system allows state agencies, colleges, universities, and many local
governments to use eVA to conduct all purchasing and sourcing activities for goods and services. A company or individual
who wants to respond to a request for bid must register in eVA. Bidders / Offerors can view bidding opportunities on the
eVA website.

Bidders / Offerors currently do not have access to Cardinal. Only Cardinal users with the Bid Processor role may enter bid
responses into a strategic sourcing event. Upon posting the strategic sourcing event in Cardinal, the event is locked. The
system allows for bid responses to be entered once the event’s Start Date has passed and prior to its End Date. Generally,
VDOT business processes require that bidders and bids be entered in the system after the event’'s End Date. Therefore,
the Bid Processor must create a new version of the event with an extended End Date in order to open a window of time for
bidder and bid response entry into Cardinal. The Bid Processor enters each bidder’s response that is received on the paper
bid / proposal.

If a bid tabulation error is made, Bid Processors may make corrections or edits as necessary. After all bids have been
entered and the End Date has passed, bid responses may be viewed and analyzed.

Additional details on event statuses may be found in the appendix of this course.
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Enter Bidder / Offeror Responses (continued)

To enter bids, go to the Create Bidder Response page using the following navigation path:

Main Menu > Sourcing > Event Responses > Create Bidder Response

Enter search criteria for the event you want to enter bids on. Click Search. The event and invited bidders are displayed. To

select a bidder, click on the Event ID hyperlink on the row where the bidder’s name is displayed.

[ CARDINAL|

Favgrites | Main Menu > Sourcing > Ewvent Responses : Create Bidder Response

Create Bidder Response

f2] rMew Window

Use Saved Search: Delete

J

[ J

Clear

Event Name:

*Business Unit: q, Bidder Type:
Event ID: Bidder Setid: I
Event Format: | T~ Bidder ID: | |
Event Type: I Hame: I 1
|

|2, contact Hame:

Search Results Customize | Find | B | #E

'Event Hame

First El 4 or1 K st

Event ID~ |Round |version Bidder Type |setid |Bidder ID |Location
v Salem Storm Water Management LAS TRUCKING &
50100-0000153402 ikl 1 1 IS TEA NI endor STATE 0000021103 |MAIN
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'3 Enter Bidder / Offeror Responses (continued)

CARDINAL

Favaorites @ Main Menu
- g -

|4 cARDINAL|

Sourcing > Bwent Responses
- -

Create Bidder Response

Event Name:

*

Create Bidder Response

|@, Contact Name:

@ Mew Window

Use Saved Search: I Sawve ] [ Delete ] [ Clear ]
*Business Unit: '% Bidder Type:
Event ID: Bidder Setid:
Event Format: #ET Bidder ID: |
Event Type: | Hame: |

Search Results

|
Round

| -
Version

“H
Customize | Find | & | #i

|
Bidder ID

Fir=t n 10f1 u Last

|
Location

Event ID~ Event Hame Bidder Type Setid
. Salem Storm Water Management LAS TRUCKING &
50100-00001523402 Facilities 1 1 ONSTRUCTION INC Vendar STATE 0000021103 | MAIM

61



—

CARDINAL

Enter Bidder / Offeror Responses (continued)

The Enter Bid on Behalf of (Bidder / Vendor) page is displayed for the Bidder you selected. Click on the Enter a New Bid

button.

Enter Bid on Behalf of lvan Tolbert

Bidder Setid: STATE Bidder Iox 01T o0 Bidder Location: MAIN

Event Details Custamtze | B0 Frag & 1y org B L as

Lina

Businass Unit Bvant 1D Bvant Round  EwantWarslon UM bsT s m Oe scription

ED10D OOFIEI455 i i i ABRASNES, FLASTONE ABRASNES, FLASTONE

EQ10D QoI5 I455 i i Z ABRASMNES, FLASTONE 1 IMN. X B0 Y03 ROLL, 320 GRIT
EO100 OOON15 3496 1 1 1 FG-E-HJF!_.I_E-SNB. FLASTONE 1-12 IN.W 2D FT. RCOLL, 12D
E210D QO 1EI4DE i i 4 Abrazive Plason Rolls
| Enter a N=w Bid | | Download XML Bid Paclket |
| Aocept Indtafion | crick Accapt Invitaton if you inEnd B respond o this RFxata later ima.
| Dedin= Inviation | Click Dedine Invistion ifyou do notinend to res pond B this REx
Fetwrn b Crese Bidder Responss
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Enter Bidder / Offeror Responses (continued)

A pop-up will appear asking if you would like to use the requested line quantity from the event to be equal to your bid quantity.
Click Yes. You may modify the bid quantities on the Event Details page if needed.

The Event Details page will be displayed and you can enter the bid detalils.

[ CARDINAL |

Favc;r'rtes Mainvl'v'lenu > Sourvcing > BEwent Revsponses » Create Bidder Response

Home | ‘Workist | AddtoFavortes | Sign out

(] New Window  (7) Help hitp
Default the bid quantity for each line item to be equal to the requested quantity? (18058,4118)

Select Yes"if you would like to have the bid quantity for auction line items defaulted for you. You will be allowed to change the line item bid quantity at any point prior to submitting your bid. Select"No” if you do not wish to have the bid
quantity defaulted.

One importantfote: If you select to default the bid quantity, only non-group lines will be impacted by this option. This is because responses for individual line items must be complete before bids can be placed for any line groups.
yes [} No
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The Event Details page identifies the
required responses, to include bid factors
and the amount of lines and groups, if
applicable.

On the Event Details page, scroll down to
the Step 1 — Enter Line Bid Responses
section.

Enter Your Bid Quantity and Your Unit Bid
Price.

Click Validate Entries to check for errors.
Validate Entries is available on many
pages.

If there are no groups on this event and all
the bid information has been entered, click
Submit Bid.

Enter Bidder / Offeror Responses (continued)

[ Event Details

User: Cheryl H. (WDOT) Adams

[ submitBid ||

Sawve for Later

[ validate Entries

]

Event Name:

Event 1D:

Event FormatType:
Event Round:
Event Version:
Event Start Date:
Event End Date:

Martin-Cheryl
50100-0000153485
Sell Event

4
2

RFx

06/23/2016 11:16AM EDT
2 hrs, 29 mins, 27 secs

ViewrAdd General Comments and Attachments

Bidding Instructions

Bid ID:
Bid Date:

MNew

[95D]  us Doltar

Bid Currency:

Display Additional Event Info

—
!Step' 1: Enter Line Bid Response ]

This event contains one or more individual lines that await your bid response. Some or all lines may require your bid in order for consideration by the

Event Administratar.
Lines in This Event:

Lines Responded To:

Your Total Line Pricing:

3
V]
0.0000 UsD

Hide Line Detail

< Bid Required (EILine Comments/Files
. — - Requested Your Bid - - Your Current §Your Unit . Your Total Bid
Line Deschbiion unit Quantity Quantity Init StartEnce Price Bid Price Ho Bid Price
ABRASIVES, PLASTONE | | | - |
ABRASIVES. PLASTONE |EA 10.0000§[  10.0000] ] O |0.0000 usD |_|d| (]
|A.EIRASI\|"ES, F'LASTONE1‘ ‘ |
2|IN. X 50 YDS. ROLL, 320 |RO 20000.0000§[20000.000] ] O |cooo0usD Bid| ¢
|GRIT ‘ ‘ |
lA.EIRASI\u"ES, PLASTONE | | | |
3/1-12IN. W, 30 FT. ROLL, RO 50000.0000§[50000.0001 O 0.0000 USD Bid|
120 GRIT | | |

At any point in the bid response process you may save an in-progress bid and resume completion at later time. When your bid response is complete, submit for

cansideration.

[ Submit Bid [ save

for Later |

Validate Entries
——

|
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Enter Bidder / Offeror Responses (continued)

If Line Groups are included on the event, scroll down to Step 2: Enter Line Group Bid Responses. Click the Display
Group Detail hyperlink to bid on the group(s). The Groups section will display. Enter the Your Bid Quantity equal to 1.
Click on the Bid hyperlink. The Group Details page will be displayed.

Step 1: Enter Line Bid Re sponses

15 event contins one or more indivdeal ines that awsit your bid responss. Some or slllines mayreguire your bid in ordar for consideraton bythe

Ew=ntAdminisraior.
Line s inThis Event: ]
Line s Re sponded To: [+]
Your Total Line Pricing: Qo000 USD

Hide Lins Detsil

Carstoentze | And Iview anl B2 eras B g s prs D pacs

Feguastad Your Bid Your Currant  Your Unit Bid § Your Total Bid
Lina Description Uinit Quantity Quantity UR it start Prica Price Price Prics Mo Bid
ABRASINES, PLASTONE -
148RASIES. FLASTONE g, L | — | osmouso O e
ABRASNES, FLASTONE 1
2|IM. X 50 YDS. ROLL, 220 RO oo [ e omouze O |Eid
GRIT
ABRASNES, FLASTOME 1-
3 12 IN. W, 30 FT.ROLL, 120 RO oo [ || eexouse O |eig
GRIT
Step 2: Enter Line Group Bid Res pons &

in=s mayhavwe be==ngrovpad B =5tisfya spedic reguireamant | fyou hawe alresdyeneEraed indgb
& wrable &rms= for lines awarded in groups.
Line Groups in This Brent: 1 Groups Responded To:

[+} laywGrowp Detsil

consideration.

I Submit Bid j]l Sawe brLaer |

TCustomie [£nd | VEW AT ELTEE
Unit start Your Current Your Unit Bia Your Total Ba
Price Prics Price Prics

[ 1 oowousp O ez

Bsturn o Cres e Bidder Res ponss First &3 7ot 1 B =

Lina Dascription unit

4 Abrasive Plason Rolls EA
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esponses (continued)

—
Step 1: Enter Line Bid Re sponses

Ewv=ntAdministrator.

Line s inThis Event: 3
Line s Re sponded To: 4]
Your Total Line Pricing: Qo000 USD

This =w=nt conEins ons or mors individeal lines that swait your bid responss. Some or 31l lines mayreguirs your bid in ordar or consideraton bythe

Hids Lins Dtsil

Customtze | And [vizw Anl B3 rrag B asors O3 Laan

Fequsastad Your Bid Your Current] Your Unit Bid | Your Total Sa
Lina -I::ainrlprbnn unit Quzntiy Quantity Unit Start Prics Prica Frice Prica _hln BEid _

AERASIES, PLASTONE I 1 !

! ABRASNES,PLASTONE = AL pRLLILACEE O =
ABRASINES, PLASTONE 1 | | |

2|IM.X50VDE ROLL, 320 RO roood ] [ ]|osoeoouso O |Eid
GRIT | | |
| | | |
ABRASIES, PLASTOME 1-

212N W, 30 FT.ROLL, 120 RO 1000 [ 1jocwouso O |eid
GRIT

Bp Ei
’ = . ‘J = 4
== awardad in groups.

x
& worable &rms for lin
Line Groups in This Brent: Groups RespondedTo:o

At anypoint in the bid responss prosess ywu maysswe an in-prograss bid and resums completion stlaEr
consideration.

=3

Cri

Sk mit Bid

Step 2:Enter Lin’G‘oupE:l Response
Lin=s mayhawe be=n group=d b satisfya spadfic requiremant |F
Sworable &rms for lines awarded in groups.

F=turn o Crest= Big

virement | fyou have alresdyenered individu sl line responsss,

roup el

u are resdyto considerifyou csn oS2r mors

r bid res pons 2 i= complet®, submit for

EOF=l

ou hawe alreadyenterad individual line responsss, you are readyto considerifyou can ofermors

Line Groups in This Event: 1 Groups ResporjdedTo: 0 Hida Group Detil
Groups Customre [Fhd | Vew AlEE T2 et Kl yors Bzt
Eap— g s selfrow e gl ves o S om cent e o o L e
4 Pbrasive FlasbnRolls  EA wooop[ | [ ] ooooousp O |eig
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On the Group Details page, the values automatically
populate and total.

The sum of each unit price is combined. Prices are not
extended.

Click on the Start Page button to return to the Event
Details page.

Enter Bidder / Offeror Responses (continued)

[ chroinac]

Fa\ro'ri‘tes Mainvl\-'lenu > Sourcing > Ewent Responses » Create Bidder Response

_Group Details

[ Savetoriater | Start Page | Validate Entries

]

Group: 10f 1

Group Details

Item Description:

Response Required: Mo [CIno Bid
Group 1 (1]
YViewiadd Question Comments and Attachments
Unit of Measure: Each Your Unit Bid Price: 5.000000
Gty Requested: 1.0000 Your Current Price: 5.000000
Your Max Bid Quantity: 1.0000 Bid Increment:
Total Bid Price: 5.0000 USD
Reserve Price: Mo
Group Members Customize | Find | B | 2 First K1 422 of 2 I3 ast
'ﬂ:l"riber Description uom g;‘;:fﬁy Start Price Your Unit Bid Price 211‘::“‘&3" oy
ABRASIVES, PLASTONE 1 IN. X 50 YDS. ROLL, RO 4.0000 0.010000 2.000000 1.0000
320 GRIT
ABRASIVES, PLASTOMNE 1-12 IN. W, 30 FT. _
ROLL. 120 GRIT RO 1.0000 0.010000 3.000000 1.0000
Total Detail Price: 50000 USD
Save for Later ] [ Start Page Validate Entries ]
Group: 1af 1
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Enter Bidder / Offeror Responses (continued)

Repeat the previous steps for each group
on the event.

When bids for all lines and groups have
been entered, and entries are error free,
click Submit Bid.

The Bid Confirmation page will display.

[A.CARDINAL]

Fa\rovrites Mainlv'lenu > Sourvcing > EBEwent Revsponses > Create Bidder Response

Event Version: 1
Event Start Date: 06/22/2016 12:50PM EDT
Event End Date: Event Completed

Viewitdd General Comments and Attachments

Display Additional Event Info

Step 1: Enter Line Bid Responses

This event contains one or more individual lines that await your bid response. Some or all lines may require your bid in order for consideration by the
Event Administrator.

Lines in This Event: 2
Lines Responded To: 2
Your Total Line Pricing: 220000 USD

Hide Line Detail

Customize | Find | Wiew Al | EL | First El' 4.2 of 2 I3 Last

- | _—— | — Requested Your Bid  — - Your Current |Your Unit Bid  Your Total Bid | -
Line Description Unit 'Quantity IQuanti‘ty Unit Start Price IPriDe IPriDe IPriDe Mo Bid

ABRASIVES, PLASTOME 1

1IN X 50 YDS. ROLL, 320 RO 50000 5.0000 2.000000 2.000000| (10.0000USD 1 |Bid
GRIT
ABRASIVES, PLASTOME 1-

21/2 1MW, 20 FT. ROLL, 120 |RO 4.0000 4.0000 3.000000 3.000000] (12.0000 USD ] |Bid
GRIT

Step 2: Enter Line Group Bid Response

Lines may have been grouped to satisfy a specific requirement. If you have already entered individual line responses, you are ready to consider if you can offer more
favorable terms for lines awarded in groups.

Line Groups in This Event: 1 Groups Responded To: 1 Hide Group Detail

Groups Customize | Find | Wiew All | B | =EL First E1'q or 1 D ast
. | — | — Requested Your Bid Unit Start Your Current Your Unit Bid Your Total Bid .

L= (LS Unt Quantity \Quantity Price Price Price 'Price Ho Bid

3 Group 1 |EA | 1.0000| 1.0000 | 5.000000| 5.000000 |5.0000USD [ |Bid

Al any pointin the bid response process you may save an in-progress bid and resume completion at later time. When your bid response is complete, submit for
consideration.

Submit Bid | [ | saverorLater | Validate Entries
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Enter Bidder / Offeror Responses (continued)

On the Bid Confirmation page, review the details of the bid and click OK to confirm the bid. The Create Bidder Response

page is displayed and you can continue to enter bid responses for remaining bidders by repeating the previous steps.

[P caroinat]

Favn:;r'rtes Mainyenu » Sourcing > EBEwvent Responses > Create Bidder Response

Your bid has been successfully submitted.

Bid ID: 1 Bid Date: 0E/23/2016 1:11:52FM EDT

Event ID: ooo0153500 Grouped Event

Event Format: Sell Event Round: il Version: 1
Start Date: Q62342016 12.50PM EDT End Date: Event Completed

Your Total Price: 2200 UsD
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Edit Bidder / Offeror Responses

If a bid tabulation error is made, bid tabulators may make corrections or edits as necessary. After all bids have been entered
and the closing date/time has passed, bid responses may be viewed, updated, and analyzed.

In order to be able to change bid responses, the Allow Edit of Posted Bids must be checked on the Event Settings and

Options page for the event.

CARDINAL
Fai.rq'r'rtes Main ‘r:ﬂenu E SouLcing E Createvaents » BEwvent Details
Create an Event
Event Settings and Options
Business Unit: 50100 EventID: MNEXT Round: 1 Version: 1 Event Format: Buy Event Type: RFx
[ allow Bidder XML Downloads RoundWersion Display: |Disp|a].r Round and Version
E Bid Required On All Lines Sealed Event
IH“ "Fia II-HE n Biliﬂﬂ
[ Display Bid Factor Weightings
Allow Edit of Posted Bids
ITUtaI Scare Start Price: IDU Mot Display

Factor Event Score Into:

Header Weighting: 100.00000
Line Factor Weighting: I
[ Bidders May Create Line Groups

[C] allow Price Breaks with Grou ps

¥ Associated Categories

] GoTo: I [&]

[ Save Event Changes




Edit Bidder / Offeror Responses (continued)

The process to change a bid response is similar to the process you used to create the bid response. Navigate to the Create
Bidder Response page using the following path:

Main Menu > Sourcing > Event Responses > Create Bidder Response

Enter search criteria, or Event ID, for the event that the bid you wish to change is associated to. Click Search. The event
and invited bidders are displayed. To select a bidder, click on the Event ID hyperlink on the row where the bidder's name is
displayed.

‘, . CARDINAL |

Favgrites ; Main Menu > Sourcing > Event Responses > Create Bidder Response

Home |

B0 Mew Window

Create Bidder Response

Use Saved Search: I Save Delete Clear

Search Criteria

*Business Unit: Q Bidder Type:

Event ID: Bidder Setid: —

Event Format: Bidder ID: 1

Event Type: HName: | |

Event Name: [ |@, contact name: | 1

Search Results Customize | Find 1BV | = First K1/4°5 of 5 I ast
Event IDv Event Name Round Version Name~ Bidder Type Setid Bidder ID Location
50100-0000153442  |Stone 1 2 Walker Sand & Stone Inc Vendor STATE 0000024930 | MAIN
50100-0000153442  |Stone 1 2 Luck Stone Gorp vendor STATE 0000031033 | MAIN
50100-0000153442  |Stone 1 2 LL Carter & Son Inc vendor STATE 0000033093 | MAIN
50100-0000153442  |Stone 1 2 D W CARY HAULING ING | Vendor STATE 0000018339 | MAIN
50100-0000153442  |Stane 1 2 :ﬂlgt‘ﬁ:"ag‘ms“m“’” Vendor STATE 0000009329 | MAIN
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Edit Bidder / Offeror Responses (continued)

The Enter Bid on Behalf of (Bidder / Customer /

Vendor) page |S dISplayed for the Bldder you Fa\rtyrtes MainvMenu > Sourvcing > Ewent Revsponses » Create Bidder Response
selected. Enter Bid on Behalf of Walker Sand & Stone Inc
Bidder Setid: STATE BidderID: 0000024930 Bidder Location: MAIMN
The B|dS Sec“on Of the page I|StS a” the b|ds for Business Unit  Event ID |Event Round | Event Version :L"riber |temn Description
your bidder for the selected event. Click on the 50100 0000153442 1 2 1 AGGREGATE BASE, STONE CLASS |, DRY RIP RAP |
Vl eW/Edlt icon to mOdlfy the bld 50100 0000153442 1 2 2 STOME MO. 68, STONE
50100 0000153442 1 2 3 STONE, CRUSHED GRADE 26
50100 0000153442 1 2 4 STONE NO. 8, STONE
50100 0000153442 1 2 5 STONE NO. 5, STONE
50100 0000153442 1 2 6 STONE RIP RAP CLASS Al
50100 0000153442 1 2 7 STONE NO. 3, STONE
50100 0000153442 1 2 a AGGREGATE BASE, STONE CLASS |, DRY RIP RAP
50100 0000153442 1 2 9 STONE NO. 1, STONE
50100 0000153442 1 2 10 STONE, CRUSHED GRADE 26
50100 0000153442 1 2 11 STONE NO. 8, STONE
50100 0000153442 1 2 12 STONE NO. 3, STONE
50100 0000153442 1 2 13 STONE NO. 5, STONE
50100 0000153442 1 2 14 STONE RIP RAP CLASS Al
50100 0000153442 1 2 15 STONE MNO. 68, STONE "~
i Downioad XML Bid Packet ]
¥ Cancel Bid & Editview existing Bid A Upload Bid
Bids customize | B First E1'q or 1 B/ a5t
Business Unit  Event ID E‘;i':d 5":?:‘.“ |Bid 1D \Date Time Last Saved
50100 0000153442 |1 |2 1 #  |Hosted 05/06/2016 12:20PM EDT
Return to Create Bidder Response
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CARDINAL

The Events Details page is displayed for the
event and Bidder you selected.

The previously entered bid is displayed and
available for edit.

Once you have entered all your changes, click
Submit Bid.

Edit Bidder / Offeror Responses (continued)

Favovr'rtes Main l\c'lenu B Sourvcing > BEwent Revsponses > Create Bidder Response

) Welcome, CherylH. (VDUI) Adams
__Event Details User: CherylH. (VDOT) Adams
[ Submit Bid | saveforLater | [ Validate Entries

Event Hame:

Event ID:

Stone

50100-0000153442

Event FormatiType:
Event Round:

Event Versiom:
Event Start Date:
Event End Date:

Sell Event
1
2

06/23/2016 12:30FM EDT

Event Completed

View/Add General Comments and Attachments

Bid ID:
Bid Date:

Bid Currency:

Bidding Instructions

1
05/06/2016 12:20:39FPM EDT

|U5DJ Us Dallar

Display Additional Event Info

'Step 1: Enter Line Bid Response

This event contains one or more individual lines that await your bid response. Some or all lines may require your bid in order for consideration by the

Ewent Administrator.
Lines in This Event:

Lines Responded To:

Your Total Line Pricing:

46
46
838 443.9500 UED

Hide Line Detail

G Line CommentsiFiles

< Bid Required

" T — st Previous Lines 1-20 of 46 es 1
. — - Requested Your Bid - - Your Current §Your Unit . . -
Line Description Unit Quantity Quantity Unit Start Price Price Bid Price No Bid Your Total Bid Price
| AGGREGATE BASE, |
1|STONE CLASS |, DRY LT 400.0000)[ 400.0000] 46.450000)[ 46.450000] O 18,580.0000 USD | Bid ~
|RIP RAP |
Z:STDNE MNO. 68, STOMNE  |LTN 300.0000)[ 300.0000 28 750000)[ 28 750000 O 8,625 0000 USD ml
| x |
EL%EEERUSHED LTN a000.000c) [3000 0000 22 500000§[22 500000 O 67,500.0000 USD | Bid
| ————— |
4:STONE MNO. 8 STONE  |LTN 1000.0000) [1000.0000 30.4900004[ 30480000 O 30,490.0000 USD ml
| ) | |
5 STOME NO. 5, STONE  |LTN 300.0000[ 300.0000 282700004 [ 28.270000 O 8,4281.0000 USD Bid
— — |
STOME RIP RAP CLASS [45.000000] |
6 LTN 500.0000) [ 500.0000 45.000000§ [ 45.000000 O 22 500.0000 USD MI
At any point in the bid response process you may save an in-progress bid and resume completion at later time. When your bid response is complete, submit for
consideration.
[ Submit Bid ] Save for Later | [ Validate Eniries |

Return to Create Bidder Response
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Edit Bidder / Offeror Responses (continued)

If the event status has changed to Event Completed, a pop-up message will display. Click Yes.

Event Completed. Are vou sure you want to enter a bid® (18058 ,359)

« Onthe Bid Confirmation page, review the details of the bid and click OK to confirm the bid. The Create Bidder Response

page is displayed. The bid modification is complete.

|4 CARDINAL

Bid Confirmation

Your bid has been successfully submitted.

Bid 1Dz 1 Bid Date:
Event ID: oo00153442 Stone

Event Format: Sell Event Round:
Start Date: 062372016 12:30FPM EDT End Date:
Your Total Price: 233,798.95UsD

Fa'.rc;['rtes Mainyenu » Sourcing > Ewvent Responses > Create Bidder Response

QB/23/2016 5:27V:19PM EDT

1 Version:
Event Completed
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Simulation: Entering Bidder / Offeror Responses

You are now about to view a simulation entitled Entering Bidder / Offeror Responses. Click the Cardinal logo below to start
the simulation.

. CARDINAL
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http://www.cardinalproject.virginia.gov/Training/Procurement/UPK/PROC345Simulations/index.html?Guid=96986355-7103-4c8a-bc2e-5119792ed0b8&Mode=T&Back

Lesson 4: Summary

CARDINAL

In this lesson, you learned:

« How the Bid Processor uses the Create Bidder Response page to enter the bid / proposal information.

» How to edit previously entered bids.
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CARDINAL

This lesson covers the following topics:

Analyze Bid / Proposal Responses

Collaborate on Bid / Proposal Responses (optional)

Award and Post the Event (By Line, Group, or Grand Total)
Create a Purchase Order / Contract

Cancel a Purchase Order / Contract Associated to an Event

Lesson 5: Analyze Bids / Proposals and Awarding Events
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Analyze Bid / Proposal Responses

Once an event’s end date has passed and all the bids have been entered, using the Event Workbench you can review the bids.
Simply click on the Analyze icon next to the event with bids you wish to review. The Analyze Total page will display.

You can navigate to the Event Workbench page using the following path:

Main Menu > Sourcing > Maintain Events > Event Workbench

Event Workbench |

Event ID: | | From StartDate: | |5} To Start Date: [ @ sortwith: |
Created By: | ‘2, From End Date: [ | ToEndDate: [ & sortOrder |
Event Format: | Categorny: | | [ only show Events | created
Event Type: | Item 1Dz | | [ use my search defaults
Event Status: ICUIIabnrating Event Description: | |
Associated With Plan: [ % pianName: | ‘A petault Search Preferences
) Pause i Resume € Cancel = Approval Status Efl Event Histary L& Analyze Bids
# EditEvent [1MewVversion ghsView Collaboration LZ Collaboration Available & Collaboration Checked Out =, Bd History
Search Results
Event D
I 0000150090 Stone, Delivered a... Buy RFx 50100 Collaborating Event Q
4499 Tree pruning/small... Buy RFx 50100 Collaborating Event o EH
00004153486 Helen's RFP Buy RFx 50100 Collaborating Event [ ] EE= ¥s}
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From the Analyze Total page you can use the optional Analyze Export feature which allows you to export bid / proposal

data to a spreadsheet.

On the Go To box drop-down menu, select ...Analyze Export. The Bid Analysis Export page will be displayed.

Analyze Bid / Proposal Responses (continued)

Analyze Total

Analyze Total Analyze Line
Business Unit: Event ID:
50100 0000150762
Event Format: Event Type:
Buy RFx

Bid Analysis and Display Options
Bidder Name
Event Version Responded To:
Bid Humber:

Total Bid Amount:
Total Bid Cost

01/22/2013 10:23AM EST

Round: Version:
1 3
Currency: End Date:
usD
SIS-USA inc
3
1
3,230.0000
0.00

Event Name:
Training Sourcing Event

Status:
Pending Award

Land & Sea Inc

3

1
2.450.0000
0.00

GoTo:

lissociate Planning Task

Award Events

Create New Round
Document Status Inquiry
Event Attachments/Comments
Invite Collaborators

Review Optimization
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Analyze Bid / Proposal Responses (continued)

—

CARDINAL

On the Bid Analysis Export page, you can select to email the report to yourself and/or other(s).

* Click the + /- icon to add / delete Bid Analysis Export
email reCipientS. Business Unit: Event ID: Round: Version: Event Hame:
50100 0000153402 1 1 Salem Storm Water Management Facilities
. In the Filter Bids SeCtion’ choose Event Format: Event Type: Currency: Finish: Status:

Buy RFx UsD 05/08M6 1:00PM EDT Fending Award

the bids you wish to include in your

eXport file. et .
*Hame *Email Address Hotify S

. Click Create Ana'ysis Export_ 1|[ARDMAN HELEM 2y, |[helen ardman@vdot virginia gov =]

| Filter Bids ]
The Ana|yze Events page will be Select the bids you want to include in your Analysis Export file.
saved, and a process will be kicked off [ selectan | [  Deselectan |
to create the Bid AnaIySiS EXport file [+] Aweard [+] Counter [+] Disallowr [+] Reject [+] =Ho Action=

. .. Display Disqualified Bids Display VWithdrawn Bids

and email the selected recipients. —————— :

[ 1 Display Delta Responses

Once the export has been kicked off, .
. [ CreatenalysisExport Return to Anahze Event |
click the Return to Analyze Event —
. To create a bid analysis export:
hypel‘llnk to return back to the Analyze 1. Enter the email addresses of those you would like to receive the expart.
e 2. Click on the Create Analysis Export button. At this point the Analyze Events pages will be saved,
TOtaI page- and a process will be kicked off to create the Bid Analysis Expor file and email the recipients listed
above.

3. 0Once the email is received, open the XML attachment in Microsoft Excel.
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CARDINAL

Analyze Bid / Proposal Responses (continued)

Bid Analysis Export

Select the bids you want to include in your Analysis Export file.
[ selectan | | DeselectAll |

Awvrard Counter Disallow
Display Disqualified Bids

Reject <Ho Action>
Display Withdrawn Bids

Filter Bid Responses

[] Display Delta Responses

[ Create Analysis Export

Eeturn to Analyze Event

To create a bid analysis export:

1. Enter the email addresses of those you would like to receive the export.

ﬂ 2. Click on the Create Analysis Export button. At this point the Analyze BEvents pages will be saved,

and a process will be kicked off to create the Bid Analysis Export file and email the recipients listed
above.

3. 0Once the email is received, open the XML attachment in Microsoft Excel.

Business Unit: Event ID: Round: Version: Event Name:
50100 Q0001523402 1 1 Salem Storm Water Management Facilities
Event Format: Event Type: Currency: Fimish: Status:
Buy RFx UsD 05/09M6 1:00PM EDT FPending Award
Analysis Export File Recipients
*Hame *Email Address Hotify
‘I||ﬁRDf-.-1ﬁN,HELEN =% ||helen.ardman@udnt.mrginia.gmr | |
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Analyze Bid / Proposal Responses (continued)

CARDINAL

The Event Analysis export report is delivered to each recipient’s email. The example below shows two bidders at the bottom
right with the Bidder Name and Total Bid Amount.

Event Analysis
PeopleSoft Strategic Sourcing Report Date: 01/22/2013 10:35 AM EDT
Event ID Format Twpe Round Version Event Currency: US Dollar
£0100-00001 50762 Buy RFx 1 3 Bids Allowed in Other Currency: Mo
Event Hame Factor General Score into Line Score: No
Training Sourcing Event
Start Time Finish Time Included Bids: Al
017222013 10022 Al EDT O 2252201 3 10023 A EDT Highligint Delta Response: No

Event Description
I. PURPOSE:

The Virginia Department of Transportation herein referred to as TVDOT? Is solictting bids from interested firms to
perform planned (by the route) and unplannedfon-call (site specific) tree pruning services, in accordance of the
petformance specifications herein, within the **Name** District alond the right-of-way on the listed routes within **
Mame(=)** Counties.

PERICD OF CONTRACT: From through

Ayyards will be made on a Grand Total hasis, per Lot

MOTE: This is & requirements contract and the guantities listed in Attachment O and the within the pricing schedule
are estimated. YDOT reserves the right to subitract routes to be pruned. The pruning of routes listed in Attachment D
shall be perforined on both sides of the route, unless otherwise identitied. Refer to Attachment D for listed routes,
estimated shoulder lengths, vertical clearance and horizontal clearance. Roadway shoulders may include upto 4
=ide= on divided highways.

Bidder Hame: Land & Sea Inc SIS-USA inc
Ewent Version: 3 3
Bid Humber: 1 1
Total Bid Amount: 2450 3230
Total Event Score: 0 0

Award By Percent
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Analyze Bid / Proposal Responses (continued)

The Event Analysis below shows responses broken down by Bidder. Each response is scored based upon the weightings in

the original event.

PeopleSoft Strategic Sourcing

Event Analysis

Event ID Format
50100-0000150762 Buy

Type PRound Version
RFx 1 3

Event Hame
Training Souwrcing Event

Start Time
01/22/201310:22 AM EDT

Finish Time
0172272013 10:23 AWM EDT

Report Date: 01/22/2013 10:38 AM EDT
Event Currency: US Dollar
Bids Allowed in Other Currency: o
Factor General Score into Line Score: Mo

Include«l Bids: All
Highlight Defta Response: No

|
I - Bidder Hamve: Land & Sea Inc SIS-USA inc
Event Version: 3 3
Bid Humber: 1 1
Line Details
Line: 1 hem ID: 98335878311 Line Quantity: 150 Weighting: | 0.00% | Line Bid Quantity: 150 150
Bid Required: Yes Reserve Price: No Jotal Line Bid Amount: 150 300
Description: TREE TRIMMING AND BRUSH REMOW AL, PER WVADQT SPECIFICATIONS GREATER THAN € IM. == 12 IN, (DBH) TREE Total Line Score: 100 99,62
REMOW AL
Price Details Worst Weighting
What is your bid price? 265 100.00% 1 2
Unit Bid Price:
Score: 100 9962
[Quantity Details Requested
Minimum Quantity: 1] Minimum 0ua|'|tity:| 0 0
Unit of Measure: EA, Bid Unit of Measure: = Ea
Conversion Rate: NEA, MN/A
Award By Percent
Award Quantity
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CARDINAL

Use the optional Invite Collaborators feature to send bid / proposal responses to specific collaborators’ worklists for view

Collaborate on Bid / Proposal Responses

and comment. You can invite any users with the role of Event Collaborator to contribute to event creation or analysis.

During bid analysis, Collaborators can manually score text-based bid factors (i.e. a question requiring a text answer), enter

responses to hidden bid factors, and change bid factor weightings. The system calculates an average score across all

collaborators.

Navigate to the Event Collaboration
Details page using the following path:

Main Menu > Sourcing > Maintain Events
> Analyze Events

* Enter the event search criteria.

« Select the event you wish to collaborate
on. The Analyze Total page will display.

* Click on the Go To box drop-down arrow
and select Invite Collaborators. The
Event Collaboration Details page will
be displayed.

—
Analyze Events

Enter any information you have and click Search. Leave fields blank for a list of all values

Maximum number of rows to return (up to 300): (300 |
Business Unit: 50100 @,
Event ID: [pegins with[] [oooo |
Event Round: |= [ |
Event Version: |: | 1
Event F =]
Event
Analyze Total
Event —
Analyze Total Analyze Line Analyze Group
Event 5
DateTi] BUSINEss Unit: Event ID: Round: Version: Event Name:
50100 0000153496 1 1 Helen Again and AGain
[lcas
Event Format: Event Type: Currency: End Date: Status:
Searl Buy RFx UsD 06/16/2016 9:45AM EDT Pending Award
» Bid Analysis and Display Optio —Analyze Expart
Associate Planning Task
Searc IMEH Award Events
- Create New Round
?nzlfetr:s Bidder Hame T
= 0.00 0.00 0.00 Event Attachments/Comments
iew All =
Invite Collaborators
Busine
R 0.00 0.00 0.00
griaiuy
50100
50100
oo Hide Bid
50100
Unhide Bids = | | | = || =
[ Save ] [@‘ Return to Search | [1‘1:| Previous.in List | [.LD Next in List |
Analyze Total | Analyze Line | Analyze Group
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Collaborate on Bid / Proposal Responses (continued)

CARDINAL

Using the Event Collaboration Details page, set the Collaboration Due Date, the collaborators and the Routing Sequence
the collaborators will review the event in. You may add or subtract collaborators using the + / - icons.

The Buyer may also invite other collaborators. While collaborators are analyzing the event, Cardinal sets the event status to
Collaborating Bid Analysis.

Ewvent Collaboraticon Details

Collaboration Due Date: 06/09/2016 |[5] Time: [5:41PM | [ Save As Group |

Analysis Collab Due Date

et KN
Routing
Sequence

Customize | Find | E2.

Collaborator Oprid Hame

|.ﬁDP\.M.D|XDN 2y, |Dixon, Adam (WDOT) 1

[ HETZER x [C,  Hetzer, Andy (WDOT} 2

Find Collaboratars ] show Bidders Hame [ Route To |
[ OK |[ Cancel |

For additional details on collaboration, please see the job aid titled 501 PR345: Strategic Sourcing Collaboration.
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Award and Post the Event

CARDINAL

Once you have analyzed bids and made a selection, you will award the winning bid. You can award the winning bid /
proposal by line, group, or total.

Award bids by:
* Line - use to award different lines to different vendors.

« Group - if you configured specific line items into groups that are to be awarded based on location, similar items, etc. in
the Configure Line Items portion of your event.

» Total - if you want to award the entire bid / proposal to one bidder.

For additional information on awarding events, refer to the job aid titled 501 PR345: Strategic Sourcing — Bid Factors,
Weights & Score / Event Awards.
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Award and Post the Event — By Line

—

CARDINAL

Each line is separately considered and awarded on the Analyze Line page. Navigate to this page using the following path:
Main Menu > Sourcing > Maintain Events > Analyze Events

Search and select the event. The Analyze Total page will display. Click on the Analyze Line hyperlink. Next, click on the
Analyze hyperlink next to the Line you wish to award. The Analyze Line page will display and details the extended bid
response.

Analyze Total Analyze Line

Business Unit: Event I0: Round: Version: Event Hame:
50100 0000153443 1 1 Stone
Event Format: Event Type: Currency: End Date: Status: Go To:
Buy RFx usD 0B/OEM2016 1:30FPM EDT Pending Award ™
=10 g d g (] L T F Kl i
tem ID Description Category Uon  Start Price {R}f;{uested Egarded Weighting~ Line Status Analyze
| | =] I | I | 1 | |
=13
1|7503532575 STONE 8 P MIN. GRADE B (B 7503532 |LTN 1853000  500.0000| 0.0000| 5.00000 |Open \Analyze
_ I '
ZITSUSESEETEISTDNE 8 P MIN. GRADE B = 7503532 LT 18.52000 500.0000 U.UUUUI 0.00000| IDpen Analyze
- - —
[ [ = | [ [ [ | -
3|T5035325?5|STDNE 8 P MIN. GRADE B = |T503532 ILTN 20.3?(:!00' 1,UUU.UUUDI 0.0000 | 5.00000 |Dpen |Ana|@
| | |
_ I '
4|75035325?5:STDNE 2 P MIMN. GRADE B = | 7503632 LTH 21.73000( 1,000.0000 U.DUUU|| 5.00000] IDpen Analyze
|
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Expand the Factors section to view the per unit price bid for each Bidder. Make the award selection using the Bid Action
drop-down. The award can also be split, by quantity or percent, between different Bidders. When finished, click OK .

Award and Post the Event — By Line (continued)

Analyze Line

Line: 9

Item ID: 703632575

Business Unit: Event ID:
50100 0000153443
Event Format: Event Type:
Buy RFx

Event Name:

Round: Version:
1 1 Stone
Currency: End Date: Swaus:
usD 05/06/2016 1:30PM EDT

Requested Quantity:

Item Description:

500.0000 uom:

STOME & P MIM. GRADE B

» Bid Analysis and Display Options
Analysis

Pending Award

LTH Start Price:

VWeighting:

Hide Bid

Add/Edit Bid Factors

VWeighting

What is your bid price?

100.00000 o

UOM  ideal

18.26

Bidder Name TME Entarprises Inc Jason Harvey BOXLEY MATERIALS Co
Event Version: 1 1 1
Bid Numbenr: 1 1 1
Bid Quantity: 500.0000 500.0000 500.0000
Minimum Bid Guantity 0.0000 0.0000 0.0000
Total Bid Amount: 9,180.0000 9,240.0000 11,120.0000
Total Bid Cost: 9,180.00 9,240.00 11,120.00
Total Line Score: 100.0000 96.9100 0.0000
Bid Action: Award INA = NA
o
Reject Reason Code: [ & [ & [ &
Award by Percent: 100.000 ] ]
Award GQuantity: 500.0000 | | | |
[} [} |

[ Recalculate ] [

Unhide Bids

ok [ fcancel |

Apply |
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Award and Post the Event — By Line (continued)

CARDINAL

Repeat the award steps for each line. Once the event awards are complete for each line, click Save. Navigate to the Award
Details page using the Go To drop-down box, select Award Events.

Analyze Line

Analyze Total Analyze Line
Business Unit: Event ID: Round: Version: Event Hame:
50100 0000153443 9 1 Stone
Event Format: Event Type: Currency: End Date: Status:
Buy RFx UsD 05/06/2016 1:30PM EDT Pending Award
w Award Events
RO
Line~ [Hem ID Description Category | UOM  Start Price gf:“e’“e" ggamed vire| Document Status Inquiry
I T T I I I T Ewvent Attachments/Comments
1|7503532575 STONE & P MIN. GRADE B & 7503532 |LTN 18.53000| 5000000  500.0000| |/Mvite Collaboratars
| | || Review Optimization B
| [ _ [
2|?5035325?5|STDNE 8 P MIN. GRADE B = | 7503532 |LTN 18.53000 500.0000 soo.unnnl 0.00000] [Open Analyze
|
[ | _ I I
3|7503532575 STONE 2 P MIN. GRADE B & 7503532 |LTN 20.37000| 1,000.0000| 1,000.0000 5.00000] [Open Analyze
I I 1
| [ _ [ [
4|?503532575|ST0NE & P MIN. GRADE B & 7503532 |LTN 21.73000| 1,000.0000 1,000.0000| 5.00000| [Open Analyze
|
| | _ | |
5|7503532575|ST0NE 8 P MIN. GRADE B = | 7503532 ILTN 13.46000 2,500.0000 2,500.0000|| 5.00000] [Open Analyze
i
| [ = [ [
6|7503532575|ST0NE & P MIN. GRADE B = | 7503532 ILTN 20.59000 500.0000 500.0000| 5.00000| [Open Analyze
|
| | | | |
STOMNE, CRUSHED GRADE 9 =
' E o
?|?503548440|CRUSHED STONE = | 7503548 |LTN 13.40000 500.0000 500.0000|| 5.00000 I|r:1pen Analyze
| |STONME, CRUSHED GRADE 9 = | .
3|7503543440|CRUSHED STONE =2 | 7503548  |LTN 13.40000 500.0000 soo.onnnl 0.00000 Ileen Analyze
| | | |
STOMNE, CRUSHED GRADE 9 =
9|7503548440|CRUSHED STONE & | 7503548 |LTM 13.40000 500.0000 500.0000||M Ileen Analyze
| [ 1
STOMNE, CRUSHED GRADE 9 = )
' = o
10|7503543440|CRUSHED STONE = | 7503548 |LTN 13.40000 500.0000 soo.onnnl 0.00000 IIDpen Analyze

[5] save | [Er Return to Search | [f5] Previous inList | [5] Nextin List

Analyze Total | Analyze Line
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Award and Post the Event — By Line (continued)

From the Award Details page you may make the award to the PO or contract using the Award Type drop-down box. Click on
the right and left arrows to scroll through the Award Details to review and update the Award Type for each bidder. The PO
Business Unit and payment Terms must also be updated. When complete, click Post Award.

Award Details

Award Details Award Summary Review Constraints

Business Unit: Event ID: Round: Version: Event Name:

50100 0000153443 1 1 Stone

Event Format: Event Type: Currency: End Date: Status: Go To:

Buy RFx usD 05/06/2016 1:30FPM EDT Fending Award |

» Show Award Details to Bidders
[ pisplay bids [ pisplay all bids [1 nisplay bid scores [1 pisplay bid's total bid price [] Displa cic

Award Delails Eirst Kl g or 3 DX ast

Bidder Hame: Jason Harvey Bidder Type: Vendar UDGINS @,
Award Type: Purchase Order Award Currency: IE""E”t Uso | Terms: I:Iqa
PO Business Unit: 50100 @,
Award Numbenr: bl Total Award: 31,565.0000
Award Lines Customize | Find | View Al | & 1 25 Firet Kl 423 or 3 B Last
- Vndriltem — Awrard Awarded Extended
Line Item 1D Rel Item Description Group ID Lo Quantity Price Price
6| 7503532575 STOME &8 P MIM. GRADE B LTH 500.0000 211.3000 10,650.0000 | [EE f
9|7503548440 g¥gmg CRUSHED GRADE 3 CRUSHED LTH 500.0000 18.3800 9,190.0000 | (B cé’
10|(7503548440 %‘w LTH 500.0000 23.4500 11, 725.0000 | [EE ﬁ
Post Award
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CARDINAL

If Lines are grouped on the event (Lot), they must be bid on and awarded by Lot. Awards by group / lot are done on the

Analyze Group page.

Navigate to this page using the following path :

Main Menu > Sourcing > Maintain Events
Analyze Events

« Search and select the event. The Analyze
Total page will display.

+ Click on the Analyze Group hyperlink.

« Click on the Analyze hyperlink next to each
Group ID / Lot you wish to award. Another
Analyze Group page will display and
details the extended bid response.

Award and Post the Event — By Group (Lot)

[ cARDINAL |

Favovntas Mam_Manu > Sour'tj'lg > Mamtain'Events > Analyze Events

Analyze Line Analyze Group
Business Unit: Event ID: Round: Version: Event Hame:
50100 0000150405 1 1 SET ASIDE: Interstate Mowing & Litter Removal
Event Format: Event Type: Currency: End Date: Status: Go To:
Buy RFx usD 07/25/2012 10:00AM EDT Awarded |
Custonize | Fing | View il | EX | =2 N FeeElassrs
- _— - - Requested Gty -
Line Group ID Description Details Uﬂ Start Price aty Awarded N Line Status Analyze
LOT1 IZnne 1 F‘EI ‘Delails 10 841.00000 1,ﬂI]0EI| 0.0000 | Open vl |Analyze
1§ LOT 2 Zone 2 B Details 10 841.00000 1.0000 0.0000 | Open v} |Anahze
2§ LOT3 Zone 3 % Details 10 48.00000 1.0000 0.0000 | Open vl Analyze

0 New Window

Save | [Gh Returnto Search | [t5] Previous inList | [s5] Nextin List |

Analyze Total | Analyze Line | Analyze Group
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Bids are considered and awarded based on the sum of all line items (grand total). Cardinal retains all bid / proposal responses,
including those that do not result in an award.

Favo'rites Ma'n'Menu > SouLd'tg > Ma'ntzi'l'Events » Analyze Events

E New window (@ Help  [&]

AnNa 5 ntal
Analyze Total Analyze Line
Business Unit: Event ID: Round: Version: Event Name:
50100 0000150411 1 2 Emergency Repair - Midtown Tunnel
Event Format: Event Type: Currency: End Date: Status: Go To:
Buy RFx uspD 06/29/2012 4:30PM EDT Awarded | lv|

Bidder Name ELECTRIC MOTOR ELECTRIC MOTOR & CONTRACTING CO INC
REPAIR & SALES CO

Event Version Responded To: 1 2

Bid Number: 1 1

Total Bid Amount: 8,000.0000 8,000.0000

Total Bid Cost 8,000.00 0.00

Total Event Score: 0.0000 0.0000

Total Header Cost 0.00 0.00

Total Header Score: 0.0000 0.0000

Bid Action NA, |~ Award v
1) —,—

Reject Reason: [, ]

Award by Percent: | ‘IUCI.U-:IOI

Hide Bid O O
[ Recalculate || Add / Edit Factors | [linhide Bids ) == P [ F——— R F———

[El save | [2F Return to Search | [f5] Previous in List | [s5] Nextin List |

Analyze Total | Analyze Line
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Award and Post the Event — Post the Award

s

CARDINAL

Once the award determination has been made, use the Award Details page to award the event.

You can access the Award Details page from the Analyze Total or Analyze Line page using the drop-down Go To: menu
and selecting Award Events.

You can also navigate to the Award Details page using the following path:

Main Menu > Sourcing > Maintain Events > Award Events

Analyze Total

Analyze Total Analyze Line

Business Unit: Event [D: Round: Version: Event Name:

50100 0000150715 1 1 Delivered Stone for Rockingham County
Event Format: Event Type: Currency: End Date: Status: Go To:

Fending Award | Award Events

12M19/2012 3:00PM EST

Buy RFx uso
Bid Analysis and Display Options
Header Weighting: 100.00000| Sort Bids By: | Total Event Score 1V.| Sort Order: | Descending 1“’_| Analyze ]

Display Options | View Factor Responses lv'| ] Display Delta Responses ] pisplay Disqualified Bids Display Withdr;
View Bid Actions All Bid Actions [(Jaward ] counter ] pisallow [ IReject 1 <Ho Actions




Award and Post the Event — Post the Award (continued)

From the Award Details page, perform the following:
» Selectthe Award Type of Purchase Order or PO Contract.
* Ensure the Vndr/ltem Rel checkbox is checked. This will associate the item with the vendor for future use.
* Click Post Award.

eVA and agency procurement standards / requirements will apply.

Award Details

Award Details Award Summary Review Constraints

Business Unit: Event ID: Round: Version: Event Name:
50100 0000150662 1 1 Brush Chipper, Trailer Mounted
Event Format: Event Type: Currency: End Date: Status: GoTo:
Buy RFx UsD 01/07/2013 12:00PM EST Pending Award I l"l
w Show Award Details to Bidders
[ pisplay bids [ pisplay all bids [ pisplay bid scores [ pisplay bid's total bid price [ pisplay factors
R T AT e —————— S A D Sl R m—  Bidder Type: Vendor Buyer: [MIKE.HALL X
Award Type: [ Purchase Order ~| Award currency: UsSD Terms: 30 Q
PO Business Unit: 50100 @
Award Number: 1 Total Award: 196,800.0000
Customize | Find | Views All | ¥ | 7 First K 4 or 4 3 5t
Line ItemID v"";’e‘:e"‘ Item Description Group ID uom Q:;":i';‘; Aw’;:’i:g E’“eg‘r’;:
1 0200401000 ?;ggga{;%gggE CHIPPERS BRUSH AND :EA 8.0000 24,600.00001 198,800.0000! | /

| Post Award ]




Create a Purchase Order / Contract — Award to Purchase
Order

If the event is for a one time or spot purchase, the event is generally awarded to a PO. The PO Business Unit, Line(s), and
schedule information usually default from the sourcing event. Confirm accuracy of the information.

Select the Award Type value of Purchase Order.

For additional detail, see the course titled 501 PR344: Processing Purchase Orders.

Award Details

Award Details Award Summary Review Constraints
Business Unit: Event ID: Round: Version: Event Name:
50100 0000150757 1 2 FOB Stone for Wise Residency
Event Format: Event Type: Currency: End Date: Status: GoTo: ]
Buy RFx usoD 01/10/2013 2240PM EST Pending Award l ™ |
NOW A ard Deatails B
[ nisplay bids [J pisplay all bids [ pisplay bid scores [] pisplay bid's total bid price [ pisplay factors
Award Details First K1 4 of 1 I3 a5
Bidder Name: Jessee Stone Co Bidder Type: vendor Buyer: [MIKE.HALL @,
Award Type: | Purchase Order ~| |awara Currency: usD Terms: 30 Q,
PO Business Unit: 50100 &,
Award Number: 1 Total Award: 253,970.0000
Customize | Find | View an | B | 2 First K1 410 or 12 1A Last
. Vndriitem e Award Awarded Extended
Line _rtem 1D Rel ltem Description _Group 1D _UOM __Quantity_ Prii:e_ Pn'oe__ n
| |
1 7503548480 STOMNE. CRUSHED GRADE 25 ]LTN 1U,OUU_UUOO| 9.4000' 94,000_0000] E, f
2 7503532045 ISTOI"\.IE NO. 8. STONE :LTN 25000000 8.4000 21,000.0000: = cf
T
3 7503532020 STOMNE NOQ. 1, STONE ILTN 3.500.0000' 9.4000' 32.900.0000| &
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Create a Purchase Order / Contract — Award to Purchase
Order (continued)

y -
CARDINAL

[P cARDINAL]

Fa'.rc‘;'r'rtes Ma'nflenu > Sour'a"tg > Ma'nta'rl'Events » Award Events
@Newwmdnw @I—

Award Details

Award Details Award Summary Review Constraints
Business Unit: Event ID: Round: Version: Event Name:
50100 Q000150757 1 2 FOB Stone for Wise Residency
Event Format: Event Type: Currency: End Date: Status: Go To: _
Buy RFx uUsD 01/10/2013 2:40PM EST Pending Award [ |
w Show Award Details to Bidders
[ pisplay bids [] pisplay all bids [ pisplay bid scores [] nisplay bid's total bid price [ pisplay factors
Award Details First K1 4 of 4 I3 a5t
Bidder Name: Jessee Stone Co Bidder Type: Vendor Buyer: [MIKE.HALL 1@,
Award Type: | Purchase Order | Event ~lusp Terms: 30 Q
PO Business Unit: 50100 @
Award Number: 1 Total Award: 253,970.0000
Customize | Find | View Al | B | 8 First KN 4210 of 12 I Last
. Vndriitem —r Aweard Awarded Extended
Line Item ID Rel Iitemn Description Group ID IU{:l-m Quantity Price Price
|
1|TS[1354-B4BI] |STCINE CRUSHED GRADE 25 |LTI'\I | 10,000.0000 9.4000 94 000.0000 f
|
2|T5[13532D45 STOMNE MNOQ. 8. STOMNE LTH | 25000000 8.4000 21,ﬂﬂﬂ_l]ﬂ[lﬂ| i f
|
3‘ 7503532020 T h T LTN | 3,500.0000 9.4000 32,900.!]000' cf
STOMNE, CRUSHED GRADE 9 CRUSHED
47503548440 STONE H LTN | 1,000.0000 9.9000|  9,900.0000 &
I | — 2
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Create a Purchase Order / Contract — Award to Purchase
-3 Order (continued)

CARDINAL

Once you select Purchase Order as the Award Type and [ CArDINAL|
click Post Award, the Express Purchase Order page et st A fred Rt Sriontinson Do
displays. l Purchase Order
Business Unit: 50100 PO Sgatus: Open I X
POID: 0001056476 Budgft Status: Not Chkd ﬂﬁ @ E Iﬁ
. . . Copy From: [JHoid From Further Processing
The Express Purchase Order page is similar to the regular L= B e
Purchase Order page. When reviewing the page, take note — o, e Raco i e |
of these items in particular: PTI———L conro e ;_mg
WebiMs?: ::: It::::rﬂ:n:d-um [nsev @,
« The PO Status of the PO is Open upon award and will batomus o umna -
change to Approved when the check mark is clicked. vy e vl oron
. . Add ltems From
» Use the PO Defaults hyperlink to modify or add the Pupmnaxs  cae p— P S B Y
accounting distributions. netom Descroton POy UoM Cagy  Merchandss st
1 2 [9269501000 Q, [WETLAND DELINEATIONS j:F‘E’d [12530000 [EA @, [025050 529,780.93 B mE
L. . B . 7727%7|9255501uuu EWEJ SUDDH,’EA_E 926960 @ open E.iﬂ
- Additional hyperlinks are also available and provide fows  comses SR
more details. o
[ save | [ Retmito Search | [ Notity | [ Refresh
* You can review the schedule details for a line by Sooarves

clicking the arrow to the left of the line.

Once updated, the PO is complete and dispatched by the Buyer.
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Create a Purchase Order / Contract — Award to Purchase
Order (continued)

Favortes . Man Menu > Sourcng > Mantan Events > Award Events
E New Window (D Help [H

Express Purchase Order

Business Unit: 50100 | Po status: Open & | XX
PO ID: 0001056476 Budget Status: Mot Chk'd /i R
Copy From | I~ ] Hold From Further Processing

+ Header

*PO Date: 01/22/2013 B vendor Search

Vendor: FALLING-001 X Vendor Details
Receipt Status:

*Vendor ID: 0000064755 '@, FALLING SPRINGS, LLC MotRecvd

*Di i y Dispatch
[MIKE HALL @, Hall, Mike (VDOT) Dispatch Method: [Print [ leBispatchomy

*Buyer:
PO Reference: | eVA PO Type: RO1 @, Routine Bill Vendor
@VA Order Method: PRNT @,
Web 1ms?: [ ] eVA Interfaced: NSEV @,
eVA Dttm:
r il Activity Surmmary
£obsiauts Secument Stalus [ Aot Suananary e e |
Requisitions Add Comments
PO Activities Add ShipTo Comments Merchandise: 864,679.09
Freight Tax/Misc.: 000 | Calculate |
Total Amount: 864.679.09 USD
Select Lines To Display
Purchasing Kit Catalog Item Search Line: | .QG To: [ Os},_ﬂe_‘"_f_"_';l
fFind First Kl 42072 1 st
Line Item Description PO Qty *UoMm Category Merchandise Amt  Status
r |4 B [e259601000 ‘@, |WETLAND DELINEATIONS %i@ €8 [1253.0000 [EA @ [09259601 | | 520.780.93] Open B ==
r |» B [9269601000 @, [WeTLAND DELINEATIONS TP €3 50000, [EA @, [0259501 | [ 334.898.16] open B ==
Expand All Collapse All
View Approvals Goto: [-- More ~]
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Create a Purchase Order / Contract — Award to Contract

CARDINAL

When an event is to be awarded to a contract, select the Award Type value of PO Contract. This selection opens up the
fields on the Contracts screen. The Buyer enters the appropriate information (start and end dates, contract category,
responsible organization code, etc.) into the contract. The contract is not available for use until this information has been
entered and set to Approved.

For more details, please see the course titled 501 PR348: Entering Procurement Contracts.

[ cArRDINAL]

Favorites !
o :

Main Menu > Sourang > Maintain Events > Award Events
@NewWinduw @Help

Award Details

|
|
LTN 250.0000] 9.8000 2,450.0000 |

Award Details Award Summary Review Constraints
Business Unit: Event ID: Round: Version: Event Name:
50100 0000150757 1 2 FOB Stone for Wise Residency
Event Format: Event Type: Currency: End Date: Status: Go To: _
Buy RFx usD 01/10/2013 2:40PM EST Pending Award ~]
~ Show Award Details to Bidders
[ pisplay bids [ pisplay all bids [ pisplay bid scores [Jpisplay bid's total bid price [ pisplay factors
Award Details First K 4 of 4 I3 Last
Bidder Name: decsceSione Lo Bidder Type: Vendor Buyer: [MIKE. HALL =8
Award Type: FO Contract ~1 Award Currency: uUsD Terms: 30 N
PO Business Unit: 50100 @,
Award Number: 1 Total Award: 253,970.0000
Customize | Find | View A | BV | 3 First I 1210 or 12 D Last
, Vndriltem e Awvard Awarded Extended
Line Itemn 1D Rel Itern Description Group ID uom Quantity Price Price
[ [ [
17503548480 STONE. CRUSHED GRADE 25 | |LTN 10,000.0000 9.4000 94,000_0000| =) &
| |
I i
2 7503532045 |STONE NO. 8. STONE | :LTN 2,500.0000 8.4000|  21,000.0000 &
T T T
3 7503532020 STONE MO 1, STONE [ |LTN 3,500.0000 9.4000  32,900.0000 &
I [ [ [
4 7503548440 STOME H RUSH ‘ LTN | 1.000.0000 9.9000  9,900.0000 [E} &
T
| &

§ 7503532225 |STONE NO_68. STONE
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Create a Purchase Order / Contract — Award to Contract
(continued)

-
CARDINAL

[ CARDINAL]

Favorites Main Menu > Sourcing > Maintain Events > Award Events

E0 New Window (Z) Help

Award Details

Award Details Award Summary Review Constraints
Business Unit: Event ID: Round: Version: Event Name:
50100 0000150757 1 2 FOB Stone for Wise Residency
Event Format: Event Type: Currency: End Date: Status: Go To: )
Buy RFx UsD 01/10/2013 2.40PMEST Pending Award | s |
+ Show Award Details to Bidders
[ pispiay bids [ nisplay all bids [ pisplay bid scores [] pisplay bid's total bid price [ pisplay factors
Award Details First K1 4 of 4 I3 ast
Bidder Name: Jessss Stons Do idder Type: Vendor Buyer: |M|KE-H’°‘-|—|— |Q'-
Award Type: | PO Contract ™ lawara Currency: | Event ~lusp  Terms: 30 Q
PO Business Unit: 50100 @,
Award Number: 1 Total Award: 253,970.0000
Customize | Find | View &1 | BV | # First K1 110 of 12 1 Last
) Vndr/item — Award Awarded Extended
Line Item ID Rel Itemn Description Group ID uomM Quantity Price Price
|
1 |75035434BU |STONE CRUSHED GRADE 25 LTN | 10,000.0000 9.4000 94 000.0000 f
|
2|T5U3532045 E STOME MO. 8. STOMNE LTH | 2.500.0000 8.4000 21,000.0000 f
|
3|7503532020 T M T LTH | 3,500.0000 9.4000 32,900.0000 &)
STOMNE, CRUSHED GRADE 9 CRUSHED
4 7503548440 T H LTMH 1,000.0000 9.9000 9.900.0000 g
| STOMNE
|
5/7503532225 |ST M M LTN | 250.0000 9.8000 2,450.0000 = j
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Cancel a Purchase Order / Contract Associlated to an
3 Event

CARDINAL

Once you have awarded an event to a PO or a contract, Cardinal retains links to the PO and contract.
If the PO or contract are attached to an event, a cancellation will trigger Cardinal to ask whether you want to move a quantity
back into the Strategic Sourcing award. This happens when:

« The PO or contract is cancelled

« A PO or contract line is cancelled

« A PO schedule is cancelled

* Quantities associated with a line or schedule are reduced

If you respond yes, Cardinal puts the quantity back to the award, and you can either re-award the quantity to another Bidder /
Offeror or manually close it on the Award Summary page by setting the Line Status field to Closed.

101



Lesson 5: Summary

CARDINAL

In this lesson, you learned:

The Analyze Total page on the Event Workbench allows you to review bid / proposal responses.
* You have the option to invite others to collaborate on the bid / proposal responses.
* You can award by line, group, or grand total.

» After you have analyzed the bids / proposals responses and made your selection, you can award the winning
bid / proposal to a PO or PO Contract.
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Simulation: Analyze Bids / Proposals and Awarding
CARDI:IAL‘ EV e n tS

You are now about to view a simulation entitled Analyzing Bids / Proposals and Awarding Events. Click the Cardinal logo
below to start the simulation.

. CARDINAL
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http://www.cardinalproject.virginia.gov/Training/Procurement/UPK/PROC345Simulations/index.html?Guid=de944a09-cceb-4936-a8ae-e63f3b4d2ded&Mode=T&Back

Lesson 6: Strategic Sourcing Reports

This lesson covers the following topic:

* Reports
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Reports

—

CARDINAL

Key Strategic Sourcing reports include:

« Event Details Report

» Event Bid Tab Report
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Event Detalls Report

CARDINAL

Before posting the event, from the Event Summary page the Preview PDF button is used to generate an email attachment,
which is sent to the Buyer. You can print and/or save the PDF for manual posting to eVA following normal procedures.

Favq_[rtes MalnvMenu > SouLcing > Createvaents > Ewvent Details

Step 1: Define Event Basics
Enter basic information, general settings and optional rules for this event.

* Event Settings and Options
Event Comments and Attachments
Event Header Bid Factars

Payment Terms and Contact Info
Event Constraints

Step 2: Configure Line Items

Create line listings for this event.

*Line ltems ltem Line Defaults

Step 3: Select Bidders to Invite

Send out targeted invitations to this event, designate it as a public event, or both.

* Bidder Invitations

Step 4: Invite Collaborators
Invite others to collaborate on this event. You may not post your event while collaborators are reviewing it.

Event Collabarators

Step 5: Post Event

When all event creation activities are complete, click Post Event to release your event for scheduled external viewing
and trigger any bidder invitations you may have defined.

[ Save Event | [ Post | [ Sawve As Template | Preview PDF

106



Event Detalils Report (continued)

—

CARDINAL

Once the event is posted, the Preview PDF button is no longer available on the Event Summary page. However, you can
access the Event Details Report from the Event Comments and Attachments link.

You can navigate to this report using the following path:
Main Menu > Sourcing > Create Events > Event Details

Search for and select your event. From the Event Summary page, click on the Event Comments and Attachments
hyperlink. Click the View button under the Attachments section.

Favgrites | Main Menu > Sourcing > Create Events > Event Details

. Event Details
Modify an Event

Commonwealth of Virginia

Department of Transpertation
Event Header Comments and Attachments Event ID Format Type Page Bidder: General Public
50100-00001502139 Bu; IFB Sealed Contract 1
Event Round Version Submit To: VA Dept of Transportation
Event ID: JT_123 1 1 WDOT Central Office
i = 4 ﬁ » T Event Name 1201 E Broad St
— - MTH TESTOOL Richmond VA 23219
Comments: Start Date/Time Close Date/Time United States
- 10/17/2011 16:58:00 EDT 10/1B/2011 15:58:00 EDT Contact: Super User PR
= Phone:
Event Currency: US Dollar Email:
Bids allowed in other currency: No
Event Description
[] send To Bidder [Jinclude On Award 1. PURPOSE:
AddAttachment The }éirgin\'a Department of Transportation (herein referred to as “VDOT") is soliciting bids from interested firms to
! provide

[ Attachments stomize | BV First K1 4 or 4 I Last PERIOD OF CONTRACT: From through (renewable)

W The IFB must state either “from date of award,” or specified date to a specified ending date, or delivery of goods or
ader war otications services.

AWARDTEST. pdf Event Detail Vi 1 If it will be a renewable term contract, put the word “renewable” in parenthesis after the “through” date if the:
P | vert Details O tew ) coniract contains a renewal clause. This will Ieéémlenllal bidders know right away |Ia{uu anticipate the contract to
go beyond the initial period. This is also restated under the Special Temms and Conditions under the Term of Contract
clause.
See the example IFB provided.

1. QUESTIONS REGARDING THIS INVITATION FOR BID:

| OK [ Cancel || Refresh |

Any questions regarding this invitation for bid shall be addressed to Mr/Ms. Contract Officers Name at (804) 000-0000.
The issuing office shall determine whether any addendum should be issued as a result of any questions or ather matters
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Event Detalils Report (continued)

CARDINAL

Event Details

Commonwealth of Virginia_
Department of Transportation

Event ID Format Type Page Bidder: General Public
S0100-0000150219 Buw IFE Sealed Contract 1
Event Round Version Submit Te: VA Dept of Transportation
1 1 YDOT Central Office
Event Name 1201 E Broad St
MJTH TESTOO01 Richmond VA 23219
Start Date/Time Close Date/Time United States
10/17/2011 15:58:00 EDT 10/18/2011 15:58:00 EDT Contact: Super User PR

Phone:
Event II:'.urren-::y: U3s Dollar Email:

Bids allowed in other currency: H~o

Event Description

I. PURPOSE:

The }éirginl'a Department of Transportation (herein referred to as “wDOT") is soliciting bids from interested firms to
provide

FERIOD OF CONTRACT: From through {renewable)

The IFB must state either "from date of award,” or specified date to a specified ending date, or delivery of goods or
senvices.

If it will be a renewable term confract, put the word “renewable” in parenthesis after the “through™ date if the

contract contains a renewal clause. This will Ieé{g:mential bidders know right away if you anticipate the contract to

go beyond the initial pefod. This is also restated under the Special Terms and Conditions under the Term of Contract
clause.

See the example IFB provided.

1. QUESTIONS REGARDING THIS INVITATION FOR BID:
Any questions regarding this invitation for bid shall be addressed to Mr/Ms. Contract Officers Name at (804) 000-0000.

The issuing office shall determine whether any addendum should be issued as a result of any questions or other matters
raised.
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Event Bid Tab Report

—

CARDINAL

The Event Bid Tabulation Report (VRPRO008) provides a record of the tabulation of all bid responses. This report becomes
part of the Procurement file. Use this report to view all bids / proposals received and the winning Bidder / Offeror.

You can navigate to this report using the following path:
Main Menu > Sourcing > Reports > Event Bid Tab

Enter your Business Unit and Event ID. Run the report.

Commeonwealth of Virginia
] Department of Transportation
i
BID TABULATION REFORT _
A RDIRAL Run Date 2RI
Run Time: 220 PM
Report ID - VRPROOS
Businsss Unit: 50100
Ewent ID: 0000150771
- No. Tof1
Buyer MERCADO, REGIDOR Ciosing Date: 2133313 Fege
Ciosing Time: 12:00:00 AM
Prica
Vendor ID Vendor SWAM Type Group | Lines [ Hem item Description Quantity Unit Price Awarded
Line Type: L
Q000C327S0 < R Tharpe Trucking Co Inc Small Business
1-T503548485 STONE, CRUSHED GRADE 28 3.200.00 100.00 320,000.00
2-7503532060  STONE NO. 8, NON-POLISHING, ST 1,200.00 100.00 120,000.00
3-TSDMSS1310  STONE RIP RAP CLASS Al 20000 100.00 20,000.00
4-TS03332030 STONEZ NOQ, 3, STONS 1ooca 100.00 1c.000.00
5-7503532205  STONE NO. 57, STONE 100.00 100.00 10,000.00
Total - 480.000.00
@0D003SaTD BMC Rock inc Small Business
1-7503548485  STONE, CRUSHED GRADE 26 3200000 200.00 £40,000.00
2-TS03S32050  STONE NO. 8, NON-POLISHING, ST 120003 200.00 240.000.00
3-TE0SE1310  STONE RUP RAP CLASS Al 20000 200.00 40.000.00
4-7503532030 STONE NO. 3, STONE 100.c0 200.00 20,000.00
S§-TS03532205 STONE NO. 57, STONE 10000 200.00 20,000.00
Total - 5£0,000.00
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Event Bid Tab Report (continued)

—

CARDINAL

Commonwealth of Virginia
Department of Transportation
BID TABULATION REPORT )
. A BRI Rumn Date: Q2CI2013
Run Tima: 220 Pl
Raport ID - VRPROGE

Business Unit: 50100

Evant ID: 0000150771

Buyer MERCADO, REGIDOR Ciosing Date: 2132013 Pagebo.  1or1
Cosing Tima:  12:00:00 AM

Price
Vendor ID Wandor SWAM Type Group | Lined | Hem Itern Deacription Guantity Uit Price Extonded Awarded
Line Type: L
QDD0o32TEd 4 R Tharpe Trucking Co Inc Small BUEINesEs
1-T503548485 2 GTONE. CRUSHED GRADE 26 3.100.00 100.00 320.000.00
2-T503532060  STONE MO, 8, NON-POLISHING, ST 1,200.00 100.00 120,000.00
A-TEOMEIMD STONE IR RAP CLASS A ooa 10000 20,000.00
4-T503532030 STONE MO, 3, STONE 100.00 100.00 10,000.00
S-TEOM22OE  STONE MO, 57T, STOME 100.0a 10000 10,000.00
Total - 480,000,00
QoooOo3saTa BMC Rock inc Small Business
1-TS03548485 STONE, CRUSHED GRADE 26 3. 110.00 20000 &40,000.00
2-T203532080 STONE MO, B, NON-POLISHING, ST 1.200.00 200.00 247,000.00
A-TEOASEIMMO  STONE RIP RAP CLASS Al 20004 200 00 A0,000.00
4-TS03532030 STONE MO, 3, STONE 100.00 200.00 20,000.00
5-TEQASID0E STONE MO, 57, STONE 100.00 200.00 20,000.00
Total = S00,000.00
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Lesson 6: Summary

CARDINAL

In this lesson, you learned:

« There are reports that are useful to users who work with the Strategic Sourcing module, i.e. the Event Details Report
and the Event Bid Tab Report.
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Lesson 7: Strategic Sourcing Hands-On Practice

CARDINAL

This lesson includes practice that will reinforce the lessons learned today. Your instructor will provide direction regarding
specific activities that are part of this lesson. Please ask your instructor if you have any questions.
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Course Summary

CARDINAL

In this course, you learned how to:

* Recognize key strategic sourcing concepts

» Create, modify, and manage Strategic Sourcing events in Cardinal
« Enter and analyze bids / proposals

* Award events

» Use key Strategic Sourcing reports

» Understand how Strategic Sourcing integrates with other Cardinal modules and interfaces with external systems
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Course Evaluation

CARDINAL

Congratulations! You successfully completed the 501 PR345: Strategic Sourcing course. Please use the evaluation link to
assess this course.

THE END
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Appendix

—

CARDINAL

« Key Terms
« Diagrams and Screenshots

* Flowchart key

115



Key Terms

CARDINAL

Award: An award is made to the winning Bidder / Offeror by a purchase order (PO) or a contract.
Bidder / Offeror: The Bidder / Offeror is anyone who submits a bid / proposal on an event.
Bidder / Offeror Response: A Bidder / Offeror Response is the response by a Bidder / Offeror to an event.

Bid Factor: A bid factor is a weighted question about the Bidder’s / Offeror’s products, services, or company and may

require a response by the Bidder / Offeror. Header bid factors relate to the overall event, whereas line bid factors relate only
to the specific line.

Bids / Proposals: Bids / proposals are submissions of an offer on an event.

Buy Event: A Buy Event is the purchase of goods and/or services associated with a request for a price quote or proposal.

Event Format: The event format is either Buy or Request For Information (RFI).

Event Types: An event type may be an Invitation For Bid (IFB), Request For Proposal (RFP), or Request For Information
(RFI).
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Key Terms (continued)

CARDINAL

IFB: An Invitation For Bid (competitive bidding) event type is the method by which bids for a specified good or service are
solicited from Bidders / Offerors.

RFP: A Request For Proposal (competitive negotiation) event type is the method by which proposals for a good or service
are solicited from Bidders / Offerors.

RFx: RFxis a catch-all term for event types such as Invitation For Bid (IFB), Request For Proposal (RFP), or Two-Step Bid.

RFI: A Request for Information (RFI) is a sourcing event type by which information about a good or service is solicited from
Bidders / Offerors. Itis more of an open inquiry seeking broad data and understanding.

Solicitation Type: The Solicitation Type is the classification of an event, which defines the means of procurement. Values
include Emergency, IFB Sealed, IFB Unsealed, Prof Services, Request for Response, Standard Contract, Small Purchase,
Sole Source, Step Bidding, and Unsealed Contract.

Strategic Sourcing Event: A Strategic Event is the process of soliciting quotes, bids / proposals and/or offers to establish
contracts and/or purchase orders.

Two-Step Bid: A Two-Step Bid (competitive bidding) event type is the method by which an existing supplier is asked to
provide a bid for a continued good or service based on an existing contract.
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Event Statuses (continued)

CARDINAL

Status Description Bids
Allowed
Open Saved event, not posted, not routed for collaboration No
Posted Event is ready for bidding Yes
Collaborating Event Event routed for internal collaboration No
Event Complete Event ended but update event status process has not run Yes
Pending Award Event is complete, update event status process has run, has not been No
awarded
Collaborating Bid Analysis Event has routed for bid analysis collaboration No
Awarded Event award has been approved, event is complete No
Not Awarded Event ended without being awarded No
Cancelled Event was cancelled, no award No
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Integration with Procurement and Accounts Payable

CARDINAL

Strategic Sourcing integrates with other Cardinal modules in the following way:

» After an event is awarded, either a PO or contract is issued. These items integrate with future requisitions, POs,
contracts, and PCards.

Payroll
' i v |
Absence »  Time & Labor Project Customer PR Billing and
Management 1 Costing Contracts ~ 17| Receivables
.
3 4 Project |jAccounting L
—
Human v ¢ Funds
» Expenses .
Resources -« Receipt
N General -
Time & Attendance v N ety Accounts Receivable
Accounts Generall Ledger
Payable
Accounts Payable
Procurement Strategm - eProcurement » Purchasing
Contracts Sourcing
Procurement
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Interface with eVA

—

CARDINAL

The Strategic Sourcing module also interfaces (T
with an external system.

« Strategic Sourcing events are manually
pOSted to eVA. PCardlssuer SiteManager

Transactions
+ All bidders must be registered in eVA. \ /

» All eVA bidders (vendors) are interfaced
into Cardinal for selection.

WebIlMS5

/ rosemen
5
£
=

VDOT/eVA Reconciliation FleetFocus Mb
Reporting DB

ISSP Vendor
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CARDINAL

Flowchart Key

Flowchart Key

Step
Description

Batch
Process

Manual
Operation

Decision
QOutcome

Entity
Name

Depicts a process step or interface.

Specifies a batch process.

Depicts a process step that is performed
manually.

Defines the possible outcomes of a
decision or analysis that took place in a
step immediately preceding.

Represents an entitly (person,
organization, etc.).

Start

Document

Step/
Process

‘@

Indicates point at which the process begins.
Does not represent any activity.

Indicates point at which the process ends.
Does not represent any activity.

Depicts a document of any kind, either electronic
or had copy.

Indicates an On-Page or Intra Process Connector.
Used to avoid complex overlapping connector lines
or to continue a process on a subsequent page.

Connects steps between business
processes.
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